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AbandoTiTncni of claim . 
Abatement of rent 
Abbreviated address 
Abducted person 
Abide by one's word 
Abide by tlie decision 
Abide by the rules loyally 
Ah initio 
Ab initio void 

Abnegation of responsibility 
Abnormal loss 
Abnormal situation 
Abclition of post 
Abortive efforts 
Above cited 
Above mentioned 
Above noted 
Above par 
Above said 

Above vvTitten obligation 
Absence from duty. 

Absenc/C of authority 
Absence on duty 
Absenep. on tour 
Absentee allowance 
Absentee statement 
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Absent in spite of service of suimnons sRqftsfrT 

Absent without leave 


Absolute acceptance 
Absolute conviction 

Absolutely necessary 

Absolute visual acuity 
Absolved of the responsibility 
Abstract bill 
Abstractor— 

. Abstract of estimate 
Abstract of objections 
Abstract of receipts and expenditure 
Abstract statement 
Absurd statement 
Abuse of power 
Abusive language 
Academic institution 

Academic qualifications 

Accede to one’s request 
Accelerated promotion 
Acceptance of tender 
Acceptance resolution 
■ Accession number 
Accession register 
Accompanied by — 

Accord approval 
According as — 

Accordingly it has been decided 
According to normal ral« 
According to stipulations 
According to the length of service 
According to usage 




c. 

rrvj 

— ^ ■ifm=nRT / --%?rR 

qmni 

srr^rKrqt'srtpn- 

sfifiT ^rrqr ■‘ii'K'iKi 

; r=!in<loi '^TTqT 
fct^lPcIMq'P sifcTT 

i^f^srr '(r'=rif^ 

3r<sir<r 

rrrKTrTT^ 

— ^ 3l?3rq 

3it srr® srrt 

IwriTOR 


Accord recognition to qualifications 
Accord sanction 
Accountable 
;Acc^iitatit-s:d^^ 
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Accounts insj^ctibfr 
• A^ouifis 
Accirtim^i^ 
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Acciifinilaibbp^ 

■ :AccurWefe 

■ Acbfevcihent in / 
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‘ .Ackitf<A^ied^ 

ActopSYied^ment^ balance 

: Adfenp^edge re^ 
Aci^escCfipe^a^ ‘ 

Acqii^ipn pf citizenship 
Ac^ikiti& 6^ 

Acqtiisitipn Of pfopeirty 
.:AC^ttance roh :: . ' 
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Acting in his discretion ; 


Actionable wrong 
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Action as at ‘ A abov.e 

Action in^y be taken as proposed 

Action taken in this matter may- be 
reported to Government. 

Action taken on — 

Active iiabits 
Active partner 
Active service 
Act of God 
Act of misconduct 

Act of misconduct involving dis- 
honesty 
Act of trespass 

Acts done or purported to be done 

Acts prohibited 
Act subversive to discipline 
Actual and probable expenditure 
Actual balance of stationery on 
hand 

Actual cost 
Actually employed . 

Actual travelling expenses 
Acute shortage 
Added entry 
Addiction to (opium) 

Additional function 
Additional information statement 
Additional profit 
Additions and alterations . 

. Address communication to — 
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Adequate data 
Adequate representation 
Ad h&c Board 
Ad hoc Committee 
Ad interim 
Adjourned sine die 
AdjournmePxt motion 
Adjudication of a dispute 
Adjustment by transfer 
Adjustment of account 
Adjustment of rent 
Administration bond 

Administration of general establish- 
■ 'ment 

Administration of justice 
Administration report 
Administrative agencies 
Administrative approval 

Administrative appro voi may be 
Obtained 

Administrative control 
Admiolstrative division 
Adinimstrative duties 
Administrative function 
Administrative lapse 
Administrative machinery . , 
Administrative power 
Administrative unit 
Admiralty jurisdiction 
Admissible expenditure 
Admissible limit of amount 
Admissible under rule 
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Admission fee 
Admission of claim 
Adinission to an examination 
Admission witjx permission 
Admit to bail 
Admonition for negligence 
Adoption deed 
Adoption of byelaws 
Adult education 
Adulterated drugs 
Ad Valorem 

Advance and its recovery 
Advance bills 
Advanced course 
Advance increment 
Advance of pay 

Advance of travelling allowance 
Advance payment 

Advances governed by Govern- 
ment Resolution No. ..... 
dated 

Advantageous for efficiency 
Adverse effect 
Adversely affected 
Adverse remark 
Advertised post. 

Advice of payment 
Advice should be sought 
Advice to transfer debit/credit 
Advisory service 
Aerial-survey 
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Affected area 
Affected person 
Affecting taxation 
Affect prejudicially 
Affiliation fee 
Affirmative reply 
Affirm the decision 
Affix a seal 
Affixing of stamps 
Affix one’s signature 
Aforesaid circumstances 
Aforesaid rule 

After adeqxiate consideration 
After careful consideration 
Aftercare programme 
After coming into force of the Act 
After consultation with — 

After due consideration 
After giving an opportunity to be 
heard - 

After giving a serious thought 
After hearing the person concerned 
Age certificate 
Age limit 

Age of superannuation 
Aggravate the situation 
Aggregite marks 
Aggregate value ' 

Aggrieved party 
Aggrieved person 
Agreement bond 
Agreement form 
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Agreement of balance 
Agreements and covenants 
Agree to the appointment of — 
Agricultural colonisation 
Agricultural income , . 

Agricultural year 
Aims and objects 
Air armament practice 
Air service 

All claims shall be supported- by 
the necessary vouchers ‘ 

All communications between. ..... 

and should be canalised 

through ......... 

All concerned to note 
Alleged statement 

AlUnclusive rates of halting 
allowance 
All India Services 

Allocated Government servant 
should be deemed to be belonging 
> to an all-State cadre 

Allocation account 
Allocation of balance 
Allocation of duties 
Allocation of pensionary charges 

Allotment during may be 

asked for separately 
Allotment of funds 
Allotment order 

Allotment placed at your disposal 
Allowed and remanded 
Allowed without any cuts 


^ wpnrr 
; ‘ ‘ *3{Tprr' ‘ • 

•**'** * -mar 

'O 

3r%55 

ftniTFTjftsrTc^ h>4^''0i 

TF55T 3rr| 3^ trrwici' 

Rwi'm/wiOTr 

rsT^/fi4^?n-wTr 3rOT‘<«ft% . 

^ . 3mfaF?aT fror 

.%ii%3To5tfT inf’T^FJTr ^nsarr 

3imT5p5 

sr^ ?r qTa’ 



% 

Allow to enter 
All-region schemes 
All rights reserved 
Ail-sea route 
Alphabetical register 
Alternative draft 
Alternative lands 
Alternative method 

Alternatives mentioned in this rule 
are mutually exclusive 

Ambulance and rescue work 
Amended draft 
Amicable settlement 

Amount due for payment during 
the year — 

Amount due for ihe quarter ending — 

Amount (net) payable 
Amount of leave asked for 
Amount of leave at credit 
Amount of leave due 
Amount of leave enjo\ ed 
Amount of leave exhausted 
Amount of leave not due 
Analogous case 

Analysis and valuation of the crops 
Analysis register 
Analytical entry 
Ancillary services 
Annual administration report 
Annual audit programme 
Amiual establishment return 
Annual general meeting 
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Anjiual income from all soiirceJ> 

Annual indent 

Annual inspection report 

Annual outlay 

Annual possession certificate 

Annual recurring expenditure 

Annual report 

Annua] report and balance sheet 
Annual report of state and progress 
of education 
Annual return 
Annual solvency ceniiicate 
Annual store account 
Anomalous position 
Answerable to — 

Antagonistic attitude 
Antedated cheque 

Anticipated expenditure 
Anticipated or estimated expenditure 

Any bill to be moved in the 
Legislature 

Any law made in contravention of 
this clause 

Any other deduction 

Any person who has attained the 
age of 15 years' 

Any remuneration of the nature 
of pay 

Any 'service previous to the attain- 
ment of the minimum qualifying 
age for entry into the service of 
the State Government 


Ci ^ 

^ srrfn cTTs^ 

wife ^ 
sRPicr 

— FT ^ ; --FT'jTSIR^R 

tFTT%?T 

ai^gr ^ 

tw 5rFRifw?r/3KTf% 

irrgmR qiriurtir 

^ ’jst 50%^ 

sr^dT+fVT m 



Apparent error on the face of 
records 

Apparent reason 
Appeal allowed 

Appeal is dismissed with costs 

Appeal is filed by — 

Appeal lies to — 

Appeals to be entered 

Appeal was heard ex-parte 

Appeal woidd lie 

Appear for an interview 

Appear in person 

Appear in person or by pleader 

Appear on behalf of — 

Appellant contends that 

Appellant pleaded not guilty to* the 
charge framed against him 

Appended Government Resolution 
may issue subject to approval 

Appended letter may issue 
Appended to — 

Applicable to — 

Application form 
Application for membership 

Application form for school/privatc 
candidate 

Application for registration 
Application is covered by the rules 
Application may be rejected 
Application of age limit 
Application of rules 
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Ai^plicaticns for situations in the 
gift of local or controlling 
• autliorities • . ■ ' 

Apply for sanction • 

Apply with retrospective effect 
Appointing authority 

Appointing authority has reason 
to believe that — 

Appointment by competitive 
. examination 
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Appointment by nomination ?nTffi^rpTrsTT 

Appointment by promotion 

Appointment by selection . 

Appointments presided during the ^14^ 4pR^ ^'icSTff 

currency ; of the altemative %^!FTr 
employment scheme 

Appointments to the subordinate 
services , ' 

Apportionmentofassets and liabilities W^T snftr ^ 

Apportionment cf responsibility 

Appraisal of plan progress 

Appreciable portion of the total ir;^ ^Ff 

assets 

Appreciate a situation quickly and 
accurately 

Appreciation of building construction 


Apprenticeship period 
Apprise informaliy 

Approach Government * with 
a complaint 

Approach road 
Appropriate action 
Appropriate Government 
Appropriate intervals 
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Appropriation accounts 
Appropriation accounts and reports 
Approval to bye]aws 
Approved as per remarks in the margin 
Approved as proposed 
Approved sample 
Approved service certificate 
Approved subject to — 

Approve of the proposal 
Approximate closing balance 
Approximate cost 
Apropos 
Arbitrary action 
Arbitration agreement 
Arbitration proceedings 
Area comprised in the pre-reorga- 
nisation State 
Area of supply 
Area under irrigation 
Arguments advanced 
Arising out of — 

Arms, firearms and ammunitions 

Arrear and advance bill 

Arrears of land revenue 

Arrears of posting 

Arrears of tax 

Arrears of wages 

Arrears statement 

Arrival and departure 

Articles of association 

Artistic merit 

As above 

As a comcidence 
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As aforesaid 
As against — 

As a matter of comity 
• As a matter of course 
As a matter of fact 
As a matter of right 
As amended 
As and whCT 
As are deemed fit 
As a result of-^- 
As a nile 
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As a special case 
As a tempforary measure 
AsaA^’hole 
As before ■ 

As chang^ 

As compared with — 

As correctly as possible 
As defined 
As described- 
As desired. 

As determined. 

As directed 
As early as possible 
As. explained in yoiir memorandum 
As far as feasible and convenient 
As far as posable 


rfirn 

^rq^onrrr 

5^'Tyui'M 

— ^ 3RRn/%vnrsnmr 

wr 

msrr ; smw ^vursrnw 

%vUT5nTRr 

; fn?r cfM«TC 

: 3TT?5TFRrR 

^ o 

fd?!W ; n^TRltST 

^TlMcUT BTn'Tra' ^VUISIUl'il 

3 ?tPt 3#^ ^ n r nf ' ji 

; n-KfRi^ ' 


As far as practicable 
As follows 

As fully brou^t out in this Govern- 
ment letter of even No, dated — 
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As .hereinafter provided 
As heretofore existing" 

As hinted 
As if 

As illustrated below 
As in force 
As interpreted by — 

As is ordinarily provided 
As it stands 
As it stood on 
As long as 

As may be authorised in this behalf 

As may be necessary 

As modified 

As nearly as possible 

As nearly as practicable 

As of right 

As originally enacted 

As overleaf 

As per 

As per corrigendum 
As per details below 
As per Fundamental Rules/Financial 
Rules, Volume I and n 
As per instructions 
As per item in the schedule 
As per need 
As per opinion of — 

As per remarks 
As per request 

As per Treasury Compilation Rules, 
Volume I and II 
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As proposed ^ 

As regards 

As regards the points raised 
As required 
As respects 
As revised 

Assembling and testing 
Assessment and re-assessment 
Assessment of the instalment 
Assessment of work 
Assessment order passed 
Assess to the best of one’s judg- 
ment 

Assets and liabilities 
Assets realised 

ssignment made by endorsement 
on the policy 

Assignment of policy to General 
Provident Fund account 
As soon as 

As soon as conveniently may be 
As soon as may be 
As soon as possible 
As soon as practicable 

As stood on 

As such 
As suggested 
Assume management 
Assume plenary responsibility 
Assuming that 
Assumption of charge 
Assumption of office 
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As sisrmised 
As the case may be 
As the case may require 
As the circumstances of the case 
may require 
As the lastTesqrt 
As to accounts 
As usual 

As widely as possible 
At a late stage 
At an early date 
At an. early stage 
At any rate 

At any time during working 
hours 

At flag “ X ” 

At hand balance 
At least 

At liberty, to be 
At once 

At one’s disposal 
At one’s option 
At one’s risk 
At one stage 
At par 

At public expense 
At random 
At request 
Attached herewith 
Attached oflSce 
Attached to — 

Attendance notice 
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Attendance roll 
Attention is invited to — 

Attention is invited to circular 

No dated * . . . 

Attention is invited to this depart- 
ment memo No; , . . . , dated . . . 

Attestation of documents 
Attested by — 

At the bar of public opinion 
At the beginning of the year 
At the earliest 
At the earliest possible stage 
At the end of the year 
At the expense of — 

At the initial stage 
At the instance of— 

At the latest 

At the time mentioned above 
At the time of— 

At this stage 
At your convenience 
At your earliest convenience 
Auction the produce 
Audited contingencies 
Audited statement of accounts 
Audit note 
Audit of accounts 
Audit report 
Authentic copy 
Authenticity of orders 
Author card 
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Author catalogue' 

Authorised expenditure 
Authority note. 

Authorization certificate number 
Autonomous body 
Autonomous institutions 
Auxiliary and Indian 
Forces 

Availability of funds 
Available capital 
Avail oneself of — 

Average pay calculation 
Average pay statement 
Average rate of exchange 
A\'erage value 
Avoidable delay 
Await cases 

Await further comments 
Await further report 
Await papers 
Await reply 
Award of stipend 
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Territorial 
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Background of the case 
Back in possession 
Back payment 
Bad climate allowance 
Bad in law 
Badly infested 
Badly neglected 
Bail for gocd conduct 
’ Balanced development 
Balance in hand 
Balance sheet 
Bank clause 
Bank Pass Book 
Bankruptcy and insolvency 
Bar of limitation 
Barred by limitation 
Bar to certain proceedings 
Bar to interference 
Based on actuals 
Based on facts ^tid figures 
Basic obligations 
Basic pay 

Basis of calculations 
Be alive to one’s responsibility 
Bearer cheque 
Be cautious 

Beccrae familiar with — 
Become payable to — 

Become subject to — 

Before due date 
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Before I pass final order in this case m WT 

I would like to have the report — ^ 
of— ^ 

Before the expiration of — — ^ 

Before the Pay and Accounts Officer arfsr^ ^ ^ 

is addressed accordingly the papers | 

may be shown unofficially to the 


Finance Department 
Beg to be excused for — 

Beg to state 

Being aggrieved by — 

Below Department papers 

bearing file No regarding — 

Below par 

Below the minimum of the time 
scale 

Benefit of doubt 

Benefit of nompostponement 
increment for the leave enjoyed 

Besides this 
Betterment charges 
Betterment levy 
Betting and gambling 
Beyond control 
Beyond the said period 
Beyond the scope of — - 
Biased opinion 
Bibliographical classification 
Bilateral agreement 
Bill cashed on — 

Bill disbursed on — 
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Bill form 
Bill of costs 
Bill of entry 
Bill of exchange 
Bill of lading 
Bill on simplejeceipt 
Bill register 
Bills discounted 
Bills, first and final 
Bills, first and running 
Bills receivable and payable 
Bills relating to imposition by 
legislation of punishment 
Bills, running account 
Bill then pending 

Bill to be paid by transfer credit 

Birth date certificate 
Bi-weekly statement 
Boarding in a hotel 
Bodily injury 
Body corporate 
Bogus voucher 
Bona fide 

Bona fide residcht/student 
Bone of contention 
Book adjustment 
Book adjustment slip 
Book -balance 
Books of account 
Book value 
Border customs post 
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Borne on books 
Borne on State cadre 
Both days inclusive 
Bound by — 

Bounded on the north by — 

Bound over, to be 
Bound to accept 
Bound to be — 

Breach of condition 

Breach of contract 

Breach of discipline 

Breach of order 

Breach of peace 

Breach of trust 

Breaking point 

Break in service 

Bribery and corruption 

Brief explanatory note 

Briefly the proposal is that — • 

Brief note is placed below 

Bring forward 

Bring to notice 

Broad-based training 

Broadly speaking- 

Broad outline 

Broken period 

Budgetary irregularity 

Budget estimates 

Budget head 

Budget head to which the cost 
of the indent is debitable 
Budget provision 


TFJJT 

cs ' 

— si% 3rr| 

^rracfPFr . 

arrPT 

srtt # — * • • 

^ 3^ srri 

35 3 TR^ ; MHi'ioiFpjr 

srrw ; 

SJTTT^ qrom jrf^renT 

TTf 

Cv C\ 

^ ai'lXKddi 

BrnWcrtflif 

4iHlun4‘=(ld1w {%^ ^ 



Budget sanction ’ 

Budget statement 

Building up tlie account 

Built up area 

Bulk of expenditure 

Burden of proof 

Business hours 

Business of Government 

Business of meeting 

But not exceeding ... in any case 

By a certain date 
By air mail 
By all means 
By any means 

By any other means 
By authority of — 

By beat of drums . 

By dishonest means 
By force 
By instalments 
By law 
By lots 

By means of — 

By no means 

By order ' 

By order and in the name of the 
Governor of Maharashtra 
By reason of 
By return of post 
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By special messenger 
By undue influence 
By virtue of — 

By virtue of higher start given to 
him 

By way of — 
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Cabinet responsibility 
Cadre post 
Calculate expenses 
Calculating machine 
Calculation has been duly verified 
Calculation of seniority 
Calculations and rates checked 
Calculations checked by me 
Calendar month 
Calendar of returns 
Calendar statement 
Calendar year 
Call for remarks . 

Calling attention notice 
Call in question 
Call number 
Call off duty 

Call out on duty 
Call upon 
Camp equipment 
Camp site of border patrols 
Cancellation of allotment 
Cancellation of passport 
Cancellation of registration 
Cancellation of service 
Cancellation order 
Cancelled, jefund authorised 
Candidates should be given to 
imdemtand that their appointment 
is on trial 
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Cajinot cope with the rush of work 
Capable of executing the work 

Capital account 
Capital appreciation 
Capital cost 
Capital expenditure 
Capitalised value 
Capital outlay 
Capitation grant 
Cardinal principle 
Care of 

Caretaker Government 
Carried over 
Carry forward 
Carry forward the balance 
Carrying capacity 
Carry into effect 
Canry on 
Carry out 

Carry out the purposes 
Carry responsibilities 
Carry through 
Cartage of kit 
Carte blanche 
Case adjourned 
Case diary 
Case file 

Case fixed for 

Case is closed now 

Case is remanded for fresh dis- 
posal/further report 
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Case is to be reviewed 

Case may. be heard and determined 
ip his absence 

Case papers 
Case register 

Case sheet and history sheet 
Case should be kept pending till — 
Cases of extreme urgency 
Cases pending final disposal 
Cases pending submission 
Cases should be dealt with promptly 

Cases which are likely to affect 
the good government of the 
scheduled areas 

Cash account 
Cash allowance 
Cash balance 
Cash balance report. 

Cashed and disbursed 
Cash in hand of treasurer 
Cash on hand 
Cash purchase 
Cash remittance 
Cash security 
Cash transaction 
Cash under double lock 
Cash under single lock 
Cast a vote 
Castes and creeds 
Casting vote 
Casual employment 
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Casual leave granted 
Casualty ward 
Casual vacaneies 
Casus belli 
Catalogue of books 
Catchment area 
Categorization into classes 
Cause and effect 
Cause of action 
Cause of delay 
Causes beyond control 
Caution money 
Caution notice 
Cease to have effect 
Cease to hold office . 

Cease to operate 
Ceiling rate 
Census book 
Cent per cejit 
Central assistance 
Centrally aided scheme 
Centrally assisted scheme 
Centrally sponsored scheme 
Ceremonial parade 
Certificate be amended 
Certificate of appointment 
Certificate of approval 
Certificate of eligibility 
Certificate of fitness 
Certificate of identity 
Certificate of insurance 
Certificate of naturalisation 
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Certificate of posting 
Certifidate of registration 
Certificate of taxation 
Certification of shares 
Certification of standing orders 
Certified auditor 
Certified copy 
Certified that 

Cessation of hostilities 
Cession of property 
Ceteris paribus 
Challenged votes 

Change of daUy allowance into 
railway mileage 

Channel of correspondence 

Character and antecedents 
Government servant *, 
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Character certificate 
Character roll 
Charge allowance 
Charge assumption 
Charged appropriations 
Charged expenditure 

Charge involved in the proposal is 

debitable ’ to the head./ 

and met from the provision 
made thereunder 
Charge of office/post 
Charge relinquishment 
Charge report 

Charges for services rendered in 
connection with — 

Charge sheet 
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fieclced. and fotmd correct 
hecked. by — 
heck measurements 
heck the draft 

heqxies to be drawn in favour 
of dfl3.cers 
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irculate and then file 
irculate the precis 
irculate to the staff and file 

ircumstances exist which render t 5^ a?# sff^csn'd 

It necessary 

ircumstances of extreme urgency STcira" 
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laim accepted 

laim and dividend account mJiufl snf^ 

laim deduction under Section — . sp^J^r — si^gK ^T^rra: Wrir 

laim of an obviously unsub- ^RT 
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aims .of Government servants ^'gTr?!>?qT d ' <=tii ' <l ^ T T^’^f T Ri ' ^ 

joining war service for seniority 

aims of reimbursement admissible f^PTRt^^IK trr^ 3pEr?5c3jt 


ircumstantial evidence 
ivil employ 
ivil list 

vil List Reserve Fund 
vil lunatic 
vil pay 
vil posts 

ivil nrve 
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under these rules ’TT’FRT 

larificatiGn sought 
lass cadre 

lassification into grades for purpose 37RW 

of travelling allowance 


Classification of overdnes by periods 
Classification of posts 

Classification of receipts and 
expenditure 

Classification of record 

Classified, abstract of payment - . 

Classified abstract of receipts 

Classified catalogue 

Class of accommodation 

Clean copy 

Clearance list 

Clearance of arrears 

Clearly and strictly admissible under 
rule No 

Clearly unjust 
Clerical error 
Climate allowance 
Close an account 
Close co-operation 
Closed estate accounts 
Closed fide 
Close supervision 
Closing balance 
Closing of accounts 
Clothing allowance 
Clothing and equipment 
Coat of arms 
Code of discipline 
Codification of rules 
Cognizable ofience 

Cognizable, and non-cognizable 
offences 
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Cognizance of offences 
Coinage account 
Collateral evidence . 

Collection and compilation of data 
Collection charges 
Collective farming 
Collectively responsible 
Collective responsibility, 

CoUimation error ‘ - 

Colloquial standard examination 
Colloquial test 

Combination of appointments 
Come in the way of — * 

Come into force 
Come into operation 
Command pay 
Commercial undertaking 
Commission of an offence 

Commission • of the act charged 
as an offence 

Commit irregularity 
Committed expenditure 
Common cadre 
Common good 
Common intention 
Common interest 
Common law 
Common seal 
Common to all 
Communal bias 
Communal representation 
Communal roster 
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ConutHinication addressed by mail 
Communication referred to in the 
preceding note 

Community hygiene 

Commutation of pension 

Commutation oif rights 

Commuted leave 
Comparative statement 
Compared by — 

Compare vrith the corresponding 

forecast of the preceding year 

Comparing of account 
Compassionate allowance 
Compassionate gratuity 
Compensation for damage 
Compensation for loss 
Conlpensation for use and occu- 
pation 

Compensation pension 
Compensatory cost of living 
allowance 
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Compensatory local allowance 
Competency certificate holder 
Competent authority 
Competitive examination 
Competitive price 
Compilation and publication of 
Compilation of accounts 
Compilation of data 
Compilation sorting 
Completion certificate 
Completion of work 
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Compliance report 
Complicated problem 
Complied with , 

Complimentary copy 
Complimentary pass 
Comply with 

Comply with the requirements 
Composition of the committee 
Compost manure pits 
. Compound a case ' 

Compound offence 
Comprehensive data 
Comprehensive risk 
Compulsorily recalled from leave 
Compulsory acquisition of property 
Compulsory education 
Compulsory retirement 
Compulsory waiting 
Concessional period 
Conclusive proof 
Concrete cases 

Concurrence of the Finance Depart 
ment has been obtained 
Concurrent jurisdiction 
Conditional acceptance 
Conditional reservation 
Condition of eligibility 
Condition precedent to promotion 
Conditions imposed 
Conditions of contract 
Conditions of labour and amenities 
for labour 

Conditions of service 
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Conditions of supply 
Conditions of tenure 
Condonation, of bteaK of service 
.Condone. a deficiency • 

Cond net and- behaviour record 
Conduct enquiry 
Conduct of business 

Conduct ol civil litigation to which 
Government is, a party 

Conduct rules 
Conduct the case 
•Confer a right 
Confer power 

Confer the status of a natural 
child ‘ 

Confidential record • • 

Confidential remarks 
Confidential report 
Confined to ofl&ce 
Confirm an order . 

Confirmation in a post 

Confirmed report 
Confiscated amount . 

Conflicting views 
Connected file 
Connected papers 
Connected with — - 

Consecutive days 
Consensus of opinion 

Consequently has been decided 
that ; — 

Consequent posting . 
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Consequent to — 

Consequent upon the revision of 
payscales 

Conservancy charges 

Conservative estimate of the expenses 

Consideration of claims 

Consider on merit 

Consider the ‘norm’ or ‘norms’. 

Consistent with — . 

Consolidated fund 
Consolidated leave 
Consolidated or combined return 
Consolidated pay 
Consolidated statement 
Consolidation of holdings 
Constituted by — 

Constitutional objection 
Constitutional reform 
Constitution of cadre 
Constructive approach 
Construe accordingly 

Consultation with Finance Depart- 
' ment is necessary 

Consult unofficially 

Consummate skill 
Contemplated action 
Contempt of court 
Contention is untenable 
Contents received 

Contingencies invalidating the 
nomination 
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Contiiigency fund 
Contingency may arise 
Contingency register 
Contingent allotment 
Contingent annuity 
Contingent bill 

Contingent charges/expenditure 
Contingent register 
Contingent use 
Continuance in a post 
Continuance in temporary vacancy 

Continuance of arrangements 
Continuance of facilities 
Continued from 

Continued on — 

Continued under requisition 
Continue to be in force 
Continue to be in office 
Continue to function 
Continuing concessions 
Continuing guarantee 
Continuity of supply 
Continuous and concurrent audit 
Continuous spell of leave 

Contract contingencies/contingent 
charges 
Contract in 
Contract out 
Contract supply system 
Contradictory statement 
Contrary to — 
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Contrary to law 

Contravenes the provision of — 
Contribute one’s mite 

Contributory negligence 
Controlled distribution 
Controlling of meeting 
Controversial matter 
Convene conference 
Convenor of a conference 
Conventional rights 
Conversion of Savings Certificate 
Conveyance of goods. 

Co-opted member 
Co.-ordination Committee 
Copied by — 

Copy applied for 

Copy enclosed for ready reference 

Copy forwarded for information 
and necessary action 

Copy forwarded to — 

Copy issued on — 

Copy of document is enclosed 
herewith 

Copy ready on — 

Copyright note 
Correct advice 
Correct analysis 
Corrected copy 

Correspondence ending with — 

Correspondence resting with your 
memo No. 
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Correspoadence should invariably 
be routed through the usual 
channel 

Corresponding entry 
Corresponding post in the former 
State 

Corresponding re\eiuie 
account 

Correspond to' — 

Correspond with •— 

Corroborative ev idence 
Corrupt officer 
Cost Insurance and Freight (G. 1 . F.) 

value . 

Cost of enquiry 
Cost of living 
Cost of production 
Count. and report 
Countercheck 

Counterfoil of requisition slip 

Countersigned contingencies 

Countervailing duty 

Counting of votes 

Count the past service 

Count towards increment 

Course of instruction or training 

Course of nature 

Course of studies 

Court of inquiry 

Court of wards 

Covering letter 

Credited into treasurv 

Credit entry 
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Credit head 
Credit sale 

Criminal breach of trust • 

Criminal trespass 

Criminal tribes settlement 

Crossed cheque 

Crossed Indian Postal Order 

Cross examination 

Crossing of efficiency bar 

Cross reference 

Cultural delegation 

Cumulative elTect 

Curative treatment 

Currency exchange 

Current academic year 

Current account 

Current demand and recoveries 

Current deposits 

Current expenses 

Current file 

Cursory glance 

Customary hospitality 

Customary usage 

Custom duty 

Cut motion 

Cutting, of supply 

Cycle advance- 
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Daily allowance 
Daily consumption 
Daily diary 
Daily earnings 
Daily off take 
Daily report 
Daily routine 
Daily wages 
Danger zone 
Data for comparison 
Dated signature 
Date of arrival 
Date of occurrence 
Date of payment 


Date of relief ■ 

Day by day 

Day to day administration 
Dead account 
Dead loss 
Dead stock 
Dead stock’registcr 
Deal in ^ — 

Dealing hand 
Dealing with — 

Deal witlr — 

Dear Madam 
Dearness allowance 
Dear Sir 

Death-CMOT-retirement benefits 
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Debar from admission 
Debarred from serv'ice 
Debitable, to 

Debitable to leave account 
Debited to the head — 

Debit entry 
Debit head 
Deceased person 
Decennial census 
Decentralisation of industries 
Decent standard of life 
Decided at a high level 
Decide on merits 
Deciding vote 
Decision of disposal 
Decision shall be conclusive 
Declaration and delimitation of ports 
Declaration made and subscribed 
by — . ■ 

Declaration of acceptance of office 
Declaration of results 
Declared policy of Goyernmeat 
Declare null and void 
Declare upon one’s honour . 
Deduction at — per cent 
Deduction at source 
Deed of covenant and indemnity 
Deeme4 date' 

Deemed to be x 

Deem necessary 
De facto 

Defalcation of money/stores * 
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Defamatory note 
Defamatory suit or case 
Default in. payment 
Defeat the purpose 
Defect! ve plan . 

Defect or irregularity not to vitiate 
proceedings 

Defence statement 
Deferred payment ' . . 

Deferred wages 
Deficiency in remittances 
Deficit area 

Deficit budget ” 

Defined purposes 
Defrayable expenditure ' 

Defunct company / 

Pe jure 

Delaying tactics 

Delay is regretted 

Delay should be avoided ' 

Delegation of financial powers 

Delegation of . powers and duties 

Delete the following lines 

Deliberately done 

Delimitation of constituencies ‘ 

Delivery book or form 

Delivery of goods 

Delivery order, 

Delivery register 
Demand an explanation 
Demand^ draft 
Demarcation by flags 
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Demi official letter 
Demurrage charges for detentions 
and stoppages en route 

De novo \ ' 

Deny the knowledge of — 
Departmental action 
Departmental enquiry 
Departmental exaiuinatioo 
Departmental proceedings 
Departmental representative 
Depends upon the circumstances 
of each case 
Deposit at call receipt 
Deposited in record room 
Deposition was explained to the 
accused and was attested by me 
in his presence 
Depreciated value 
Depreciation charges 
Deprived of a right 
Deputation abroad 
Deputation allowance 
Deputation on training 
Deputation period 
Deputation to. foreign service 
Deputation waited upon — 

Depute an officer to investigate 
Dereliction of duty 
Derogate the powers of — 
Derogatory statement 
Desertion from duty 
Deserves special consideration 
Deserving cases 
Despatch register 
Despatch today 
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Despite tliis 
Destruction of records 
Detailed description 
Detailed estimate 
Detailed evidence 
Detailed head 
Detailed investigat ion' 

Detailed report 
Detail for duty 
Detection of crime 
Detention charges 
Deter from duty 
Deteriorating situation 

Determination of compensation. 
Determination of disputed questions 
Determination of priority 
Determination of reasonable rent 
Determined action 
Detrimental action 
Devaluation of currency 
Development schemes 
Devoid of — 
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Diary register 

Difference between assets and liabilities ^ 


Difference of opinion 
Difficult situation 

Digest of important GoXernment 
Resolutions, Circulars, Orders etc. 
Dilatory motion • 

Diplomatic relations 
Direct approach 
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Directed to appear 
Direct expenditure 
Directly or indirectly 
Direct recruit 
Direct recruitment 
Disability pension 

Disabled from performine the duties 
of the office 

Disbursement of subsidy 
Disci large certilicatc 
Discharged bankrupt 
Discharged Government employee 
Discharge from — 

Discharge of duties 
Disciplinary action 
Disciplinary matters 
Discipline and appeal procedure 
Disclosure of information 
Discount on stamps 
Discrepancies may be reconciled 
Discrepancy in accounts 
Discretionary fund 
Discretionary grants 
Discretionary power 

Discretion of State Government 
is not restricted 

Discriminate against — 

Disgraceful conduct 
Dishonoured cheque 

Dislocation in the public transport 
system . 

Dislocation of w^ork . 
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Dismissal of a case 
Dismissed from service 
Disobedleace of orders 
Disorderly behaviour 
Disparity in rates ' 

Dispassionate opinion 
Dispel doubt 
Dispense with 

Dispense with attendance 
Dispense with services 
Display of National Flag 

Display of photos of national leaders 
in Government offices etc. 

Disposal of cases be expedited 

Disposal of shares 
Disposal of work en route 
Dispose of (an application) 
Disproved charge 

Disputed matter 
Disputes arising out of — 

Disputes referred, to arb i tration 
Disqualification for appointment 
Disregarding the facts 
Dissolve the Legislature of the 
State 

Distinct subject head 
Distribution into grades 
Distribution list 
District shelter 
Divided responsibility 
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Divisible experiditiirL, 

Divisible surplus 

Division and integration of service 
Divisionwise break-up 
Docket sheet 

Documentary proof/evidence 
Documents against acceptance 
Domestic purpose 
Domestic service 

Domicile of origin and domicile 
of choice 

Double account 
Double dealing 
Down graded 

Draft acknowledgement letter put 
up 

Draft as amended is 
approval 

Drafted as directed 

Draft for approval 
Drafting capacity and general 
efficiency 

Draft may issue subject to approval 
Draft notification is in order 
Draft put up for approval 
Draft re^ly is put up for approval 

Drastic action 
Drastic change 
Draw a cheque 
Drawal of leave salary 
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Draw attention 

Draw conclusion 

Drawing and disbursing officer 

Draw up a paper 

Draw up a scheme 

Due date of payment 

Due date of tender 

Due diligence 

Due fulfilment 

Due intimation may please be sent 
Due performance of agreement 
Due regard 

Duly authorised under power of 
attorney 

Duly complied with 
Duly constituted under law 
Duly countersigned 
Duly performed 
Duly qualified 
Duly signed by — 

Duplicate certificate 

Duplicate copy 

Duration of halts 

Duration of sanction 

During good behaviour 

During the course of discussion 

During the course of employment 

During the pendency of the case 

During the pendency, of these 
proceedings 

During the pleasure of — 

During the remainder of the term 
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During the term of office . 

During the year 

During this period 

Duty burden 

Duty certificate 

Duty schedule 

Dwelling houses 
Dying declaration 
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Earliest opportimity 
Early orders’are solicited 
Early reply will be appreciated 
Earn an increment 
Earned leave 

Earned leave is granted • . 

Earnest deposit 
Earnest money deposit 
Earning dependent 
Easements annexed thereto 
Easy access 
Easy terms 
Economic crisis 
Economic holding 
Economic rent 
• Economic uplift 
Economy measures 
Economy of purchase 
Economy of time and labour 
ElTiciency bar 

Efficiency of administration 
Efficient discharge (of functions) 
Efficient education 

Eight-monthly . expenditure state- 
ment 

Ejected from 
Electoral constituency 
Electric installation 
Eligibility for a post 
Eligibility of candidates 
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Hiigible for — " . 

Eiimination of records 
Elucidate the reasons- 
Embarrassing situation 
Emergency cadre 
Emergency, certificate 
Emergency commission 
Emergency duties 
Emergency recruitment 
Emigration and expulsion 
Employment return 
Empower (a member) 

Encashment of cheque 
Enclosures as follows 
Encumbered and attached, estates 

Endorsement No 

Endorsement put up for signature 
Enforceable at law 
■ Enforceable by any court 
Enforce. compulsion 
Enforcement of orders 
Enforce rigidly 
Enhanced punishment 
' Enhanced rent 
Enhancement of sentence 
Enjoy, the benefit 
Enlarged jurisdiction 
Enquiries made reveal that — 
Enquiry should be completed and. 

report submitted without delay 
Ensure that rules are properly 
observed in future 
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Enter by force . 

Enter in register 
Enter into a bond 
Enter into an agi'cement 
Enter into a regular contract 
Enter into partnership 
Entertain ah application 
. Entertainment of an appeal 
Enter upon an office 
Entries checked and verified 
Entrustraent of certain functions 
Enumeration of data 
Ephemeral roll 
Equality before law 
Equality of opportunity 
Equally entitled 
Equal protection of law 
Equipment allowance 
Equitable distribution 
Equivalence of posts 
Equivalent post 
Erroneous views. 

Error of fact 

Error of law 

Error of omission 

Error of principle 

Errors and omissions excepted 

Essential qualifications 

Essential services 

Essential supply 

Established procedure 

Establishment charges 


^ . 

3rt/3n%^ <-=n4i'i<Tfr 

^ ^'iq'gfww; , 

srraTWRFfNt nt?# 

fsw 

’TJTFri' 

?Nt ^TTcTT 

^ITWt ■JTtTT 

'T? 

f^^/jT=T 

?T<T 

3T^Rnr 

rTv^TT^ , 

?rT^ 

3n?«TTTO wk 


Estimated cost 
Estimated expenditure 
Estimated out-turn 
Estimated receipts 
Estimate of cost 
Evacuee property 
Evade duties 

Evade the payment of tax 
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Evaluation of goods 
Even distribution • 

Even number 
Evoke against — 

Examination fee 
Examined and countersigned 
Examine the proposal in the 
of observations at ‘ A ’ 

Examine the suitability 
Examining authority 
Ex-cadre post 

Except as hereinafter provided 31%^ ctTT 

Except as otherwise provided for arMipnnSRr sprqr OT4rMd ' 

by this Act KTfdP<-*d 

Except in accordance with such f4wf4’)TPrR st^rpT 
general delegation as the Finance 1 ardy-ig-H 31%^ gq’ fefeR T 

Department miay have made 

Except to the extent that power IVflPiR' tfRT fqvjnr r ^il 

may have been delegated to the f^PThTT 3^ 

Department under rules approved #"<l3r 

by the Finance Department 
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Except where otherwise stated sptrssrr ^ 
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Excess over the estimate 
Excess payment recovered 
Excess profit 
Exchange certificate 
Exchange of information 
Exchange of stamps 
Exchange value 
Excise constabulary staff 
Excluding the charges 
EMuding the cost of — 
Exclusive jurisdiction 
Exclusive list 
Exclusive of — 

Exclusive power 
Exclusive right 
Execute work order 
Execution of an agreement 
Execution of bond 
Execution of orders 
Execution of -process 
Execution of scheme 


Executive administration 
Executive authority 
Executive body 
Executive function 
Executive proceeding 
Exemplary punishment 


Exempli gratia (e.g.) 
Exempted person 
Exemption from — 
Exemption from Income-tax 
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Exemption from payment of fees 
Exemption from tax 
Exercise due discretion . 

^ Exercise jurisdiction 
Exercise of functions 
Exercise option 
Ex-graiia payment 
Exhibited in the accounts 
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Exigencies of public service 
Ex-offido 

Expansion of the departmental staff 
Ex-par te 

Expeditious action 
Expel from— 

Expenditure involved 

Expenditure is within the budgetary 
allotment 

Expenditure on the above account 
should be debited to the head — 

Expenditure on the above account 
should be met out of the savings 
under the head — -in the current 
year’s budget 

Experimental basis 
Experimental measures 
Expiry of validity period 
Expiry reminder 
Explained in your letter 
Explanation be called for 
Explanation for misuse and mis- 
appropriation 

Explanation from the defaulter may 
be obtained 
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Explanatory note 
Explicitly told 
Export outside the State 
Ex-post facto approval 

Ex-post facto confirmation or 
revision 

Ex-post facto sanction 
Express acceptance 
Express delivery 
Express delivery letter 
Expressly made known 
Extend the jurisdiction 
Extend to — ^ 

Extension of contract 
Extension of lease period 
Extension of service 
Extenuating circumstances 
Extracts taken 
Extraneous matter 
Extraordinary leave 
Extraordinary meeting 

Extraordinary powers in case 
emergency 

Extra work 
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Fabricated evidence 
Face value , 

Facility of working 
Facsimile of seal 
Facsimile signature 
Facts are as follows 
Facts of the case 
Factual data 

Failing which serious action will 
be taken 
Fail to appear 
Failure in a suit 
Fair and equitable treatment 
Fair comment 
Fair copy 
Fair letter 
Fair price shop 
Fair rates 
FaitMully done 
Fallacious argument 
Fall due 

Fall due for renewal 
Fall short of 
False charge 
Fatal accident 
Faulty action 
Favourable condition 
Festival holidays 
Field inspection 
File eliminated 

File an affidavit 
File a nomination 
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File ‘ A ’ partly eliminated 
File in play 

File in question, is placed below 
File may be marked to — 

File not traceable 
File of circulars 
Fill up by nomination 
Final acceptance 
Final bill 

Final date of release 

Finalisation of accounts 
Finally notified 
Final order 

Finance Department has agreed 
to these terms subject to the 
modification 

Finance Department may kindly 
. see for concurrence 

Financial accommodation 
Financial aid 
Financial aspects 
Financial assistance 
Financial concurrence 
Financial crisis 
Financial implications 
Financially strong 
Financial resources 
Financial review 
Financial year 
Fire risk certificate 
Finn action 
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irst aid 

rst information report 
t and proper 
t for consumption 
tness certificate 
t to resume duty 
xation of pay 

xation of pay itself raises some 

controversial questions 

ixation of pay on re-employment 

ixation of price 

ixation of rent ■ 

ixed assets 

ixed contingency 

xed deposits 

ixed pay 

ixed price 

iat rate 

loating debt 

luctuation in prices , 

Dllowing facts 

allowing paragraph 

>llowing vacancies should be . 

kept substantively unfilled 

allow the procedure 

ood bonus fund 

oot note 

or approval 

>r carrying out the purpose of — 
>rccd by economic necessity 
arced labour, 
ar comments 
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For compliance 
For consideration 
for destruction 
For disposal 

For doing complete justice . 

For early compliance 
Foregoing note 
Foregoing provisions 
Foreign exchange _ , , ' . 

Foreign Government 
Foreign service 
For enquiry and report 
For expression of opinion 
For favour of — 

For fa\ our of comments 
For favour of due consideration 
For favour of necessary action 
For favour of orders 
For favour of remarks 
Forfeit to Government 
Forfeiture ordered 

For filing with the case concerned 
For free distribution 
For further action 

For gross negligence on your part 

For guidance 

For improvement of — 

For information 

For information and necessary’action 
For information only 
For interim information 
For issue 


qT?5^ 




i%Tqnr7f[ 


qR 

‘ — • wit w^ 









w^mwitw^ 

BTf^qrqTFTR^ 'BKT 




ftcRuimiJl; WRXWWit 
3fcw 

wA^wrfwit 


^Tr%ft^n3t 

^ sTRwqy wwit 

<.d I 





Formal application for pension 
Formal approval is necessary 
Formal inquiries 
Formal proceedings , 

Form of medical history 
Formulated by — 

For necessary action 

For obvious reasons 
For onward transmission . 

For orders 

For particular, purpose in question 

For perusal 

For perusal after issue 

For perusal and return 

For precedent please see— 


For private use 
For prompt action 
For proper action 
For public purpose 

For ready reference ' 

For record 

For recovery, -remittance and report 
For service and return 
For signature 
For spot enquiry 

For such action as may be necessary 
For sufficient reasons 
For suggestions ^ 

For sympathetic consideration 
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For the betterment of — 

For the covenanted services 
For the present 
For the purpose of the Act 
For the reason now explained we 
concur in the proposal 
For the time being in force 
Fortnightly report 
Fortnightly verification 
Forwarded and recommended 

Forwarded for immediate compliance 

Forwarded, with compliments 
Forwarding endorsement 
Forwarding letter 
Frame charge-sheet against — 
Framing of a charge 
Framing of budget 
Fraudulent action 
Free access 

Free- and unfettered discretion 

Free and voluntary consent 

Free carriage 

Free comoetition 

Free from all encumbrances 

Free on rail destination 

Free on rail value 

Free transit 

Freight charges 

Freight to pay 

Fresh receipt 

From prepage 
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From time to time 
From various aspects 
Fulfil necessary stipulations 
Full dtscharge from liability 
Fully paid up 
Functions of a department 
Fundamental principles 
Funds at disposal 
Furnishing information 
Further investigation 
'urther orders will follow 
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Gazetted status 

General body 

General cadre 

General circular 

General correspondence 

General meeting 

General municipal budget 

General object of the management 

General provident fund 

General purpose 

General register 

General State service 

General tendency 

General trend 

Give an option 

Give a trial to 

Give discharge 

Give effect to — 

Give effect to an order 
Glaring mistake 
Godown delivery 
Good and sufficient reason 
Goods in transit 
Goods transport service 
Governing body 

Government are pleased to approve 
of your proposal for the purchase 
of — at a total cost not exceeding 
Rs 

Government are pleased to order 
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Government are pleased to sanction 
as a special case the waiving of 
the leave salary and pension 
contribution 

Government consider that there is 
no case for — - 

Government desire that 
Government land 
Government machinery 
Government may kindly be moved 
Government nominee 

Government of India may 
be informed on the lines of the 
decision taken by Government 

Government Promissory Note 
Government Resolution 

Government Resolution of even No. 
and date 

Government servant had adduced 
false collateral evidence 

Government subsidy 
Government treasury 
Grace period 
Gradation list 
Gradual increase. 

Grand total 
Grant copy 
Grant-in-aid 

Grant of conveyance hire. 
Grant of free-studentship 
Grant of full pension 
Grant of leave on J th pay 
Grant of special pay 
Gratuitous goods 
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Grave disprder 

Grievous injury 

Grossamount 

Gross impertinence 

Gross misconduct 

Gross negligence 

Gross profit 

Gross sum 

Group application 

Guarantee given in all solemnity 

Guard of honour 
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Habitually negligent 
Habitual offender 
Half average 
Half masting of the flag 
Half truth - 

Half yearly 

Half yearly balance return of st( 
Half yearly register of stock 
Handing over and taking over 
Handled by — 

Hand over charge to — 

Hard and fast rules 

Hard currency 

Harsh treatment 

Has no comments to make 

Haulage charges 
Have an access to — 

Having regard to the merits of 
case 

Having satisfied myself 
Having solemnly resolved 
Having the force of law 
Hazardous act 
Head of account 
Head of office 
Head office 
Health certificate , 

Hear in person 
Hearing of objections 
Hearing of the suit 
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Heavily congested 

Heirship certificate 

He. may by law determine. 

Hereby acknowledged 

Hereinafter called the ‘ principal 
debtor,’ which expression shall, 
where the context so admits in- 
clude. his heirs, etc. 

Hereinafter referred to as ‘ Govern- 
or which expression shall, unless 
the context does not admit 
include his successors and assignees 

Herewith enclosed 
Higher educational qualification 
Highly irregular 
Highly objectionable* 

Hire purchase agreement 
History of service 
History sheet 
Hold a lien 
Hold a meeting . 

Hold an office 
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Hold a post in a provisionally 
substantive capacity 
Holder of a post 
Hold good 
Hold in abeyance 
Hold responsible 
Hold substantively 
Hold to be conclusive 
Holiday allowance 
Holiday cannot be interposed 
between two periods of casual 
leave ' ’ 
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Honorific title 

Hoping to be excused for ihe 
trouble 

Hot weather charges 
House building advance 
House rent allowance 
Housing accommodatioi 
Housing colony 
Howsoever otherwise 
How the matter stands 
Hunger strike 
Hush up the case 
Hypothetical house rent allowance 
Hypothetical question 
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i agree 

r am directed to state that 

t am to add 

r am to state that 

I authorise you 
I beg to submit that - 
Ibid 

Identical case 
Identical scale 
Identification mark 
Identity card 

I do not see any reason to — 
i.e. (that is) 

If .any 

If it shall appear . 

If possible 

If quorum is not available 
If the rule is thus amended 
I fully agree with the office note 
Ignorance of law 
I have no instructions 
I have not the least hesitation in 
. holding that — 

I have satisfied myself . 

I have the honour to inform you 
I have the honour to state that 
Illegal d^ealings 
Illegal gratification 
Illustrative list . 

Illustrious personage 
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Immediate action 
fmmediate control 
Immediately before 
Immediately below 
Immediately following 
Immediately preceding 
Immediately prior 
Immediate officer . 

‘ Immediate ’ slip 
Immediate superior 
Imminent danger 
Immovable property 
Immune from — 

Impart training 
Implementation of — - 
Implementation of measures 

Implementation of programme 

In^lementation of rules 
Implementation of scheme 
Implementing the decision 
. Implication of rule 
Implication of the Act 
Implied acceptance 
Import into the State 
Impose duties 
Imposition of tax 
Impression of seal 
Improved draft 
In accordance with — 

In accordance with the provisions 
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In addition lo - 

in addition lo one*s own ducicN 

Inadequate funds 

In a dignified manner 

Inadmissible claim 

In advance 

Inadvertently overlooked 
' In aid of — 

In all humility 
In alphabetical order 

In amplification of the orders 
contained in the Government 
Resolution 

In a neat and tidy w^ay 
In an existing vacancy 
; In anticipation of— 

In anticipation of Government 
sanction 
In any case 

In any form 
Inasmuch as 
Inaxiguriation ceremony 
In bad books 
In camera 
In case of — . 

In case of doubi 
In case of failure 

In certain casc.s 

Incidence of pay and allou^ances, 
pension and leave salary 

Incidence of taxation 
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" fjQcidental charges 
Cackiental expenses 
Incidentally it may be observed 
Incidental mileage 
Incidental to 
fnclusive of — 

In collaboration with — 

Income bearing purposes 
Income for services rendered 
Income-tax free 
In compliance with — 

In compliance with your memo 
No..... 

In confirmation 

In conformity with — 

In conformity with judgment 
In conjunction with — 

In connection with — 

Inconsistent statement 
Inconsistent with the facts 
In consonance with — 

In consul .ation with — 

in contact with ** — 

In continuation of my No. .... 

In continuation of this Department 

letter No. dated 

In continuation to this 
In contravention of — 
Incontrovertible evidence 
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Incorporated at — 
Incorporated company 

Incorporated in the draft 
Incorporated within/in — 
Incorporation of vouchers 

Incorporation, regulation 
winding up of Corporation 

In course of — 

In course of business 
In course of time 
Increment stopped 
Incumbent of an office 
Incumbent of the post 
Incur expenditure 
In default of — 

In defence of — 

Indefinite period 
Indemm'ty bond 
bldent form 
Indenting officer 
Indent of fumittire 
Indent sample 
Indentured apprentice 
Independence of judgment 
In descending order 
In detail 

Index card 

Index-CMffj-movement card 
Indian Administrative Service 
Indian army allowance 
Indicated against — 
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Indifferent attitude 
Indirect election 
Indirect expenditure 
Indiscriminate use 
In disguise of — 

Indispensable for — 

In due course 
In duplicate 
Ineligible for — 

In excess of the requirements 
In exercise of — 

In exercise of the powers conferred 
by Section 
In extensive fonn 
In extenso 
In fact 

In favour of — 

Inferior service 
In force 

Informal discussion 
Informally ascertained 
Information regarding — 

In furtherance of — 

In general 

In good faith 

In good time 

In habitable condition 

In inviting your attention to — 

Initial enquiry 

Initially irregular 

Initial return 

Initiated by 
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Initiation of prosecution 
In kind 

Inland waterways 
In lieu of — 

In like manner 
In lump sum 
In matter of — 

In raemorium 
In modification of — 

In official capacity 
In one^s good books, to be 
In operation 

In order 

In order of merit 
In order to — 

In order to enable him to do 
In ordinaiy course 
Inordinate delay 
In original 
In other respects 
In partial modification of- the 
instructions communicated in 
this office memo. No . ...... 

dated 

In partial modification of the orders 
In particular 
In parts 
In person 

In possession of — . 

In practice 
In preference to — 
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In proof of the payment 
Fa public 

Fa pursuance of — 

Fa pursuance of the Act 
In quadruplicate 
Fn question 
In reference thereto 
In regard to — 
b\ relation to- 
la reply to a query 
In representative capacity 
In respect of — 

In response to — 

In riiyme with — to be 
Insist on — 

Insofar as 

Inspecting authority 

Inspection book 
Inspection note ' 

Inspection report 
In spite of — 

Instantaneous action 
Instead of — 

Institute prosecution 
Instructions are awaited 
Instructions are solicited 

Instructions contained in the memo 
will be noted in the department 

In succession 
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Insufficient cause 
In supersession of — 

In support of — 

Insured estimated value 
insured person . 

Integral relationsliip 
Integrated plan 
Intelligence test 
Intentionaily done 
Inter-aHa 
Interdepartmental 
Interdepartmental inquiry 
Interdivisional routes 
Interest free loan 
Interest overdue 
Interests of Government 
Interim arrangement 
Interim audit 
Interim loan 
Interim order 
Interim payment 
Interim reply is put up 
in terms of — 

Internal and external 
Internal arrangement 
Interpreted and admitted correct 
‘ Interruption of supply 
Interruptions of service 
Inter se 
Inter-State 

Inter-State trade and commerce 
Intervening period 
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In the above circumstances it is 
requested that — 

In the absence of information 
In the capacity of — 

In the circumstances 
In the context of — 

In the course of duty 
In the event of — 
la the first instance 
In the following manner 
In the interest of — 

In the interest of administrative 
convenience 

In the interest of public servants 
In the letter under reference — 
Inthelij^tof — 

In the light of facts mentioned above 
In the mean time 
In the name of — 

In the nature of — 

In the near future 
In the opinion of — 

In the opinion of the State Govern- 
ment 

In the ordinary course of business 
In theory 

In the prescribed manner 
In the presence of — 

In the prevailing circumstances 

In the public interest 

In the safe custody 

In the same manner 

In the same wav 

In this behalf 
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in this connection 

Tn this connection I iiave to state m KW m Hmmr# stt^ # ~ 

that — 


Intimate connection 


Intimation memo 
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Intimation of adjustment 
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In time 


In token of — 


In token of having scrutinised 
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In transit 
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Intricate matter 
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Intrinsic value 

- BTkfNT ^ 

In triplicate 
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Introduction of — (a Bill) 

— ; — srfw (Mjrt) 

Introduction of — (an order) 

— ^ (3(1^) 

Introduction of — (a reform^ 
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Invalid pension 


Invariably mentioned 


Investigation of claim 


Investiture of appellate powers 
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Investment of cash balance 
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In virtue of — 

— . . . 

Invite tender 

Orf^ TOm 

inviting your attention to- -■ 

— spt STN^J TO^cT 3TTOT^ 

Inward register 

3TTTO> fffTOfr 

In whole or in part 
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In witness whereof 
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la writing 
!pso facto 

I regret to state that 
I reiterate my comments 

Irregular action 
Irrelevant fact . 

Irrespective of— 

Irrespective of the dates of 
appointment 
Irrigation revenue 
Irrigation works 
Is bound over 
see no reason to interfere 

Is entitled to — . 

I shall be grateful 
I shall be highly obliged 
I shall be indebted 
I shall be thankful 
I shall feel obliged 
Is highly pertinent 
Is not likely to materialise 
I solicit your orders 
Is otherwise in accordance with the 
provisions of this Act 
Is ready to experiment 
Is referred to— 

Issue as amended 
Issue as modified 
Issue as redrafted 

Issue by registered post acknow- 
ledgement due 
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[ssue calls for tenders to tlie contra- 
ctors 

Issue framed 

Issue immediate"" reminder. 

Issue memo to . . for wide publi- 
city and. report compliance 
^ by and put up on 

Issue of travellers* cheque 

Issue oustal order 

Issue rate 

Issue register 

Issue sanction 

Issue telegraphic instructions 

Issue today 

Issue urgent reminder 

Issue wireless message 

I suggest- — 

I suppose — 

It appears from the papers that— 
Item by item 

. Items of expenditure such as railway 
freight etc. 

It har^y seems feasible or advisabh 
tb- 
it has been brought to my notice 
that — 

It has been proposed 
It has come to ;my notice 
It has direct bearing on — 

It has since been decided that— 

I think bur view should’ be pressed 
with — 
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! thiuk there is a case for oKtending 
the orders 
[t is a matter of regret 
It. is for consideration whether — 

It is for orders. whether — 

It is further requested that — 

It is implied 
It is incumbent on — 

It is not feasible 
It is not, sought to make these 
niles applicable to such cases 
It is presumed that — 

It is quite evident 
It is regretted that — 

It is submitted that — 

It is unreasonable to insist on — 

It may be added that — 

It may be pointed out that — 

It means — 

X trust 

It shall be construed 

It was considered desirable to — 

It will be highly appreciated — 

It will not constitute any interruption 
of service 

I would like to have the report of — 
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Join dui> 

Joirivng date 
Joining report 
Joining time 
Joint appointment 
Joint cadre 
Joint conference 
Joint interest » 

Joint liability 
Jointly and severally 
'Joint personal security 
Jk)itit property 
Joint responsibility 
Joint work or undertaking 
Journey on tour 
Journey on transfer 

Judgment is not in rhyme with the 
facts ■ 

Judicial enquiry 
Judicially interpreting 
Judicial service 
Just and reasonable . 

Just below 
Just ground 

Justice, equity and good conscience 
Justification for the proposal 
Justify one’s action 
Juvenile offender 
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Keep in abeyance 
Keep in await 
Keep in suspense 
Keep pace 
Keep pending 

Keep pending till the decision is 
taken on the main file 

Keep, watch, on — 

Keep with the file 
Ipndly acknowledge receipt 

Kindly confirm and a copy may 
be furnished 

Kindly direct them to this office 
Kindly let me know 
Kindly permit 
Knock down (in auction) 

Know all men by these presents 
Knowingly and unlawfully 
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Labour and workmanship 
Labour dispute 
Labour reports 
Lack of discipline 
Lack of identity 
Lag behind 
Laid down in — 

Lad down procedure may be 
followed 

Land assigned for otlier p 
purposes 
Land charges 
Landless cultivator 
Lapsed sanction 
Lapse of time 
Lasting monument 
Last pay certificate 
Late inspection fee 
Late turn duties 
Latter part 
Law and order 
Lawful possession 
Law in force 
Lay down a manner 
Lay on the table of the House 
Lease from month to month 
Leave allowance 
Leave at credit 
Leave due and admissible 
Leave granted in extension 
Leave may be notified in the Gazette 
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Leave not due 

Leave on average pay 

Leave on half average pay 

Leave on medical certificate 

Leave on medical grounds 

Leave on private affairs 

Leave on quarter average salary 

Leave out of India 

Leave preparatory to retirement 

Leave salary 

Leave vacancy 

Leave without allowance 

Lca^'e withou" pay 

Lca^'e with pay 

Ledger balance 

Ledgered by — 

Ledger folio 
Legal advice 
Legalise documents 

Legality of the order cannot be 
questioned 

Legal position 
Legal tender 
Legible, handwriting 
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Legislative Assembly question 
Legislative business 
Legitimate purpose 
Length of service 
Letter of administration 
Letter of introduction 
Letter under reference 
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Level of prices 
Levy of cess 

Liability of the surety shall not 
be impaired or discharged 

Liability register 
Liable to be confiscated 
Liable to be prosecuted 
Liable to disciplinary action 
Liable to pay tax 
♦Liberal interpretation 

Licence feie 
Licence-holder 

Lien means the title of a Govern- 
ment servant to hold substantively 
a permanent post, including 
a tenure post 
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Lien on post 
Life annuity 
Life certificate 
Life convict 
Life imprisonment 
Life insurance 

Life insurance policy, assignment 
Limited liability 
Limited tender 
Limited to mileage 
Line of action 
Linked file . 

Link the file 
Liquidated damages 
List of invitees 
Literal translation 


o 

of sTwfqqr qqrq 

qqffer. 

qqqf=^ fell 

qnt^ ; qnf?^ 

qrrfpy 

^qitfiqwrrt 
Pwfwqt qi^ 





Live register 

Living wages 

Load of work 

Loan register 

Loans due for repayment 

Loans overdue 

Local assets 

Local audit 

Local authority 

Local fund works 

Local loan works 

Local purchase 

Local usage 

Lock-out 

Lodge suit, complaint or legal 
proceedings 

Log book 
Long term lease 
Long term plan 

Losses written off against reserve 
fund 

Loss in transit 
Loss of revenue 
Loss sustained 
Lost property 
Lower age limit 
Lower stage in time-scale 
Low paid employees 
Luggage rate schedule 
Lump siitn 
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Made in that behalf 
Main case which is under issue 
Maintenance allowance 
Maintenance and repairs 
Maintenance charges 
Maintenance grant 
Maintenance of building 
Maintenance of discipline 
Maintenance of records 
Maintenance suit 
Major head 

Majority of not less than two-thirds 

Majority view 

Majority vote 

Make an affidavit 

Make an assertion 

Make a reference 

Make available 

Make best of one’s capacities 

Make defaults in performance of duty 

Make good deficiency 

Make interini arrangements 

Make use of — 

Malafides 
Malicious act 
Managerial work 
Man hours/days 
Manipulation of accoxmts 
Manual labour 
Manufactured articles 
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Manufacturing account 
Manufacturing process 
M: rg nally noted 

Marginally noted items should not 
be accounted for 

Marginal notes 
Margin of profit 

Maritime shipping and navigation 
Maritime territory 
Mark a file to — 

Marketable products 
Market rates 
Mass production 
Master plan 
Material change 
Material goods 
Material loss 
Materia] particulars 
Materials at site account 
Maternity benefit 
Maternity leave 

Maternity leave on full pay 
Matter is under consideration 

Matter may be referred to — 

Matter of a routine nature 
Matter of a technical nature 
Matter of policy 

Matters v^hich call for special 
attention and quick disposal 

Maximum price . - 

May be considered 
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May be excused 
May be JBled 

May be informed accordingly 

May be obtained 

May be permitted 

May be recorded 

May be regretted 

May be rejected 

May be requested to clarify 

May be returned when done with 

May be verified 

May deem necessary . 

May I know, when a reply can 
be expected ? 

May please see 

May take cognizance of — 

Means of communication 
Means of livelihood 
Mechanically propelled vehicles 
Medical aid 
Medical attendance 
Medical examination 
Medical fee 
Medical report 
Medico-legal examination 
Medium of examination/instruction 
Meeting was adjourned 
Meet the exigencies of — 
Member of the public 
Memo of cash collection 
■ Memo of receipts and expenditure 
Memorandum of agreement 
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Memoraadum of instructions 
Memorandum of objections 
Memorial or petition 
Memo under referejtce 
Mentioned above 
Mentioned against each 
Merged State servants 
Merger of gra.des. 

Merit a^rtificate 
Meritorious work 
Merits and demerits 
Merits of a candidate 
Merits of the case 
Method of accounting 
Method of disposal 
Method of recruitment 
Minimum amount 
Minor accident 
Minor canal 
Minor children 
Minor group 
Minor head 
Minoj irregularities 

Minority opinion 
Minor lapses and delinquencies 
Minute of dissent 
Minutes of meetings 
Misappropriation of money 
Miscellaneous appropriation, 
deterioration and waste 
Miscellaneous demands 
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Miscellaneous matters 
Misceilaneous working circle 
Misleading statement 
Mistake is regretted 
Mistake of fact 
Model indent 
Model rules' 

Model standing orders . 

Mode of payment 
Moderate ability. 

Moderate views 
Modern style 
Modification of byelaws 
Modify an order 
Modus operandi. 

Moity of the salary 
Monetary grant 
Money credited to public accounts 
Monopoly-e/sW-royalty • 

Monopoly price 

Monthly abstract of receipts and 
issues 

Monthly progress report 
Moot point 
Moral obligation 
Moral turpitude 
More convenient 
More than once 
Mortgaged property 
Most immediate 
Most urgent 

Motion for consideration 
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Motion of confidence 
Motion of no-con'^dence 
Movable and immovable property 
Move a resolution 
Movement register 
Multifarious duties 
Multipurpose project 
Municipal administration 
Municipal area 
Municipal funds 
Municipal Government 
Muster roll 
Mutation proceedings 
Mutation register. 

Muiatis mutandis 
Mutilated cheque 
Mutual agreement 
My presumption may be confirmed 


zrrra' irr^ 
q-^rr 

sRim 

TPRqrfesFr 5rp5i?r 
pft 

qtirr cm 

mem mar 
rnsiY mm 


N 


Narrow majority 
Narrow mentality 
National awards 
National integrity 
National rejoicing 
Natural calamity 
Nature of duties 
Nature of training 
Necessary action 
Necessary draft put up 
Necessary entries may kindly 
be made in the Service Book 
Necessary report is still awaited 
Necessary steps should be taken 
Needful has been done 
Needs close supervision 
Needs no comments 
I^glecting his legitimate duties 
Neglecting to furnish information 
Negotiable instrument 
Negotiable receipt 
Neighbouring territory 
Net amount 

Net amount payable Rs 

Net weight 
Net work 
^ Next below * rule 
Next . lower in order 
Next of kin 
Night shift . 

Nine-monthly estimates 
Nine-monthly expenditure statement 
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No action is necessary, file 

No admission 
No bar 

No claim agreement 
No comments to make 
No-confidence vote] 

No demand certificate 
No due certificate 
No entry 

No exact precedent is available 
No further action is necessary 
No hard and fast rules can be laid 
down in the matter 
Non-actionable receipt 
Non-agricultural purposes 
Non-bailable offence 
Non-cadre officer 
Non-cognizable offence 
Non-compliance with orders 
Non-continuous service 
Non-contract contingencies 
Non-divisible expenditure 
Non-essential service 
Non-fulfilment of contract 
Non-Govemment delegate 
Non-official member 
Non- permanent quota 
Non-practising allowance 
Non-productive consumption 
Non-qualified 
Non-recurring expenditure 
Non-refundable amount . 
Non-regular employees 
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Non-resident 
Non-seiection post 
Non-surrender of savings 
Non-technical post 
Non-vacation department 
No objection certificate 
No payment certificate 
No profit no loss business 
No reason to doubt 
Normal expenditure 
Normal loss 
Normal work 

No substitute has been asked for 
Nota bene {H, B.) 

Noted below 
Note of d ssent 
Note of protest 

Notes and orders at page.... may 
please be seen in this connection 
Not exceeding a period of 
Nothing in this article shall apply 

Nothing in this clause shall be 
construed 

Nothing shall affect 
Notice inviting tender 
Notice in writing 
Notice of civil suit 
Notice of- d.scharge 
Notice of termination 

Notified for geaeiral information 
Not in order 
Not later than — 

Not less than _ 
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Nat more than — 

Not only . . . . but als6 
Nat otherwise provided for 
Not payable before the 1st of the 
next month 
Not traceable 
Not transferable 
Notwithstanding 

Notwithstanding anything contaiileid 
Notwithstanding anything to the 
contrary 

Notvyrithstaading the expiration of 
term 

Nov these presents witness that 
Nucleus head|uarters 
Nucleus staT 
Null and void 
Numbered paragraph 
Ntimber of dtsptitos referred to 
arbitration 

Number of disputes settled 
Number of education and propa- 
gindi staff miintained 
Number of supervising staff main- 
taineJ 

Numerical return 
Numerical sircagth of staff 
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Oath of allegiance 
Oath of office 

Objections have been dealt with 
Objection statement 
Objection to payment 
Obj ect ive assessment 
Object of legislation 
Obligatory examination 
Obligatory function 
Observations made above 
Obtain declaration 
Obtain formal sanction 
Obtain signature 
Occasional surprise checks 
Off duty 

Offence imder Section 

clearly established 

Offensive expression 
Offer remarks on — 

Office and fair copies are put up 
approval and signature 

Office considers that 
Office expenses 
Office hours 
Office memorandum 
Office note 
Office of issue 
Office of profit 
Office of trust 
Office order 
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Office procedure 

Office proposes 

Officer duly authorised in this behalf 
Officer on loan 
Office to examine 
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Office to note carefully 
Office to take action 
Official and non-official 

Official documents 

Official mourning 
Officiating appointment 
Officiating pay 
Officiating service 
Off print 
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Off take 
Of high standard 
Of the like amount 
Omission of fraction 
Omitted to be done 
On accoimt of — 

On account of the reasons 
above 

On accoimt payment 
On an average 
On behalf of 
On compassionate grounds 
On deputkion to — 

On due date 
On duty 

On grounds of— 

On grounds of expediency 
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On hand 
On large scale 
On medical grounds 
On merits 

Oh merits he has no case 

On no account 

On or after that date 
On personal contact 
On probation ' 

On public grounds 
On receipt of 
On relief by — 

On such terms and conditions as 
thinks fit 
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On the analogy of — 

On the contrary 
On the expiry of ^ 

On the face of it 
On the groimd that — 

On the lines of — 

On the premises 

On these points 

On the subject noted above 

Onus of proof 

Onward despatch/transmission 
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Open access 
Open general licence 
Opening balance 
Opening date of tender 
Opening entry 
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Open letter 
Open market price 
Open mind 
Open risk 
Open sea 
Open secret 
Open session 
Open tender 
Open the case 
Opportunity to be heard 
Opposite direction 
Optimum point 
Optimum utilisation 
Optional appearance 
Optional holiday 
Oral agreement 
Oral evidence 
Order cheque 

Order for the payment of money 

Order in appeal 
Order in council 
Order in revision 
Order in this connection will 
be issued shortly 
Order is restored 
Order of detention 
Order of merit 
Order of preference 
Order of priority 
Order of seniority 
Order of the lower court is upheld 

Orders are solicited 
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Orders communicated 

Orders contained in — 

Orders issued 

Ch-ders passed 
Ordinary course 
Ordinary general meeting 
Ordinary leave rules 
Ordinary meeting 
Ordinary repairs 
Ordinary retrenchment 
Organisational expenses 
Organisation and method 
Original copy 
Original work 

Ostensible means of subsistence 
Other than^ — 

Other things being equal 
Outdoor staff 
Gut-fit allowance 
Out-going member 
Out of date. 

Outoforder 

Out of stock 

Out of turn allotment 

Out of use 

Out today 

Outturn is estimated at — 
Outward register 
Over-age candidate 
Overall savings 
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Over and above the prescribed limit 


Over estimate 
Overhead cost 
Overhead expease 
Overland journey 
Over one’s signature 
Over payment 
Overseas scholarship 
Overstayal of leave 
Over time allowance 
Overwriting 
Owing to — 


3r5m'r<:<iJriT 

srTTOT ' 

srfnsr^. 


p 


Package programme 
Packed by — 

Packing and composition 
Paid and cancelled 
Paid and checked 
Paid by transfer 
Paid in my presence 
Panel of certified auditors 
Papers are sent herewith 
Papers do not appear to have been 
received 

Papers have been amalgamated . 
Papers should not be tossed for 
several days 

Papers to be returned in original 
Paper under consideration 
Paper rmder consideration is 
self explanatory 
Paper imder disposal 
Parent office 
Pari pasu 
Partial decontrol 
Partial modification 
Particulars of schemes 
Part thereof 
Part-time 
Party in power 
Par value 

Passed for payment 
Passed on fully vouched bills 

Passed with condonation 
Passed with grace 
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Passing of bill 
Passing out parade 
Passing standard 
Past and current prices 
Pauper costs 
Payable to/at — 

Pay bill 
Pay damages 
Payment of expenses 
Payment of money into — 

Payment of taxes 
Payment order 
Pay of establishment 
Pay of officers 

Payscales have been declared as 
identical 

Peaceably and quietly 
Peaceful agitation 
Pecuniary interest 
Pecuniary loss 
Penal cut 
Penal diet 
Penal rent /sum 

Penalty for contravention of orders • 
Pending appointment by nomination 
Pending authorization of the Legisla- 
ture 
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Pending work 

Pend till the decision is taken on the 
main file 

Pensionary charges 
Pensioner shall have no access 
to r— (document) 

Per bearer 
Per capita 
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Per cent 

Percentage of itarks 
Per contra 
Perfectly in order 
Perform opening ceremonies 
Perform the duties 
Perfunctory and cryptic reports 
Periodical allowance 
Periodical check up 
Periodical return 
Periodical statement 
Period of compulsory waiting 
Period of tenure 
Period of validity 
Permanent advance 
Permanent headquarter 
Permanent pensionable post 
Permanent resettlement 
Permanent travelling allowance 
Permissible means of transport 
Perpetual succession 
Personal attention is required 
Personal effects 
Personal file of — 

Personal interview 
Personally liable 
Personal pay 
Personal privileges 
Personal qualities and practical 
ability 

Personal security 

Person concerned 

Person shall be proceeded against 

Pertaining to — 
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Petty cash book 

Petty construction and repairs 

Petty timerbarred claim 

Phasing of programme 

Physical check 

Physical targets 

Physical violence 

Piece rate worker 

Place an order for — 

Place at one's disposal 
Place at the disposal of — 

Place of business 
. Place under suspension 
Plan provision 
Plans and estimates 
Please acknowledge receipt 
Please adduce evidence 
Please appear in person or through 
an agent before — 

Please arrange to send — 

Please comply before due date 
Please diarise • 

Please discuss 

Please expedite corapliance? 

Please frame charge shfeet with state- 
ment of facts against the suspended 
person 

Please give top priority to 
Please hand over charge to 
— and report yourself at — 

Please issue the memo below 
immediately and submit the file 
Please note the requirements for 
future 
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Please prepare precis of the case 

Please put up alternative proposals qjTT# 


Please put up a self-contained 
summary 

Please put up case file 
Please put up precedent 
Please put up with previous papers 
Please quote authority 
Please quote for — 

Please 'reconcile the discrepancy in 
the entries 

Please refer to letter No. 

Please refer to this office memo 
under reference 
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Please reply forthwith 
Please see 

Please see the undersigned 
Please send alternative proposals 
Please speak 

Please state definite reasons 
Please submit preliminary report 
Please take a special note of — 
Please take delivery 
Please treat it as most urgent 
Please treat this as strictly confiden- 
tial 


•s »\ * 

jpRrra’ qmt%?r 

sTRf^ 5ri%^ 

snt 

^ 3T?% ?nT^n% 

I ’flv-ftiT 


Point by point 

Point of commencement and end of 
journey 

Point of fact 

Points under consideration 
Policy decision 
Policy on the joint lives 
Political and communal agitations 
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Portion marked ' A ^ 

Port quarantine 

Position may be explained to — 
Possession of prescribed qualifica- 
tions 

Postage stamp 
Postal address 

Postal copy of the telegram in 
confirmation 

Postal insurance 

Postal insurance and life annuity 
funds 

Post Telegraph and Public call 
offices 
Post audit 

Post carrying a special pay 
Posting of bills in stock ledger 
Post item into the register 
Post of absorption 
Post office cash certificate 
Post reyiew 
Posts and services 
Post-war services 
Potential danger 
Power of sanction 
Powers and duties 
Power shall vest in the Board 
Power shall vest in the 
Commissioner 

Power to make regulations 

Power to summon 

Power to suspend execution of orders 

Power to write off 
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Practical training 
Pre audit 

Precautionary measures 
Preceding note 

Precis at flag explains the 

points at issue/case 
Prefer a belated claim to the 
post. 

Prefix or suffix a holiday to 
leave 

Prejudiced by — 

Pre-licence enquiry 
Preliminary enquiry 
Preliminary report 
Pre-merger balance 
Preparation of working plan 
Preparatory to retirement 
Prescribed form 

Prescribed form of application 
Prescribed manner 
Prescribed procedure 
Prescribed qualifications 
Prescribed scale of supply 
Presentation of an applications 
Presentation of colours 
Presents compliments to — 
Preservation of record 
Preservative treatment 
Preside at the meeting 
Press code 
Press copy 
Presumptive pay 
Prevailing circumstances 


(adj.) 5# ; 

(n.) 

fsoTvft 

'Td'l^^'O'w 

siw/3n% 3rr| 

q<r+“<cri ' ^3l%Tr ^ gpm 

Tt=5trT JTR ^ fst ^rViir 

— 

fi'PrqWfl'r rPTR 

3T3rf^/3rr^?TTTrsrT flw 

f%%f -dd- 
f%%r stiiqM'dd'l 
fd%r 3rtdT ■ ' 

5Tqsm% TfR 

3n%o[fi'4'=t dTTC' dtW . 

tild' fddRVI 

tt sft' ' • * 

srsq^TTd <w 
■ drm ^%nr 

JIcT 




Prevention of cruelty to animals 
Preventive measures 
Previous consent 

Previous papers on the subject 
have been transferred to section 

Previous sanction 
Prima-facie 
Pfima-facie exists 
Prima-facie eligible 
Primary standard 
Prior approval 
Priority given to the work 
Priority marking 
Prior recommendation (to bills) 
required 

Private as well as public places 

Private donations and contribution 
funds 

Probable expenditure 
Probationary period 
Probationer officer 
Probation officer 

Procedure laid down in the memo 
will be noted in the department 
Procedure to be followed 
Proceedings be stayed 
Proceedings of meeting to be deemed 
to be good and valid 
Proceedings of the enquiry 
Process of training 
Production of account 
. Professing a particular denomination 
Professional examination 
Proficiency in examination 
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Profit and loss account 
JProforma accounts 
Proforma adjustment 
Programme schedule 
Project undertaken departmentally 
Promote goodwill and cordiality 
Promoting authority 

Promotion under ‘ next below ’ rule 
Prompt delivery 
Promulgation of* scheme 
Pronounce (a decision) 
Pronouncement of judgment 
Proper arrangement 
Proper channel 

Property passsing upon death to — 
Property returned to — in m; 
presence 

Prophylactic measures 

Proposal is quite in order 

Proposals, if any 

Proposed outlay 

Proposed to be introduced 

Proposed tour programme 

Propose or second a nomination 

Propriety of expenditure 

Prorata distribution 

Prorogue- the Legislature of the State 

Pros and cons 

Prospects of promotion 

Proved charge 

Provided by — 

Provided further that — 
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Provided that substitutes are engaged 
only in necessitous cases 
Provide for the levy of the tax 
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Provisional appointment 
Provisional confirmation cTRT^ 

Provisional order cfkttdi 
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Provision exists in the budget for ^ 

incurring this expenditure during 3Tj| 

the current year 

.Provision for exclusion . BTqrr^^TRrrd'T 

Provision of alternative arrangement q^rWl* cf<a;< 
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Provisions of the appropriate penal 
Section of the Act 
Provocative and inconsiderate 
conduct 

Pseudonymous application 
Public holidays under the Negotiable 
lastruments Act 
Public utility service 
Punishable under Section . . , 
Purchase money 
Purely temporary post 
Purporting to be done 
Purpose of journey 
Put up a new draft 
Put up for signature 
Put up interview card 
Put up leave account 
Put up requisition 
Put up with connected case' papers 
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Qualified candidate 
Qualified to be appointed 
Qualifying examination 
Qualifying marks 
Qualifying service 
Qualifying standard 
Qualitative distribution 
Quality control 
Quantity and^qu^ity 
Quantity required 
Quantum of audit 
Quantum of punisbment 
Qu^er average 
Quarterly return 
Quash the proceedings 
Quasi-judicial 
Quasi-permanent 
Query at prepage 
Question be now put up 
Question of fact 
Question of law 
Quick disposal 
Quinquennia] report 
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Radical change 
Rail-cwm-road ticket 
Rail value 
Railway warrant 
Raise a loan 
Raise objection 
Raise pl^ 

Raison d'etre 

Random population survey 
Random sample survey 
Rank and file 
Rate of discount 
Rate of exchange 
Rate of mortality 
Ratification of specified appointments 
Ratio chart 
Ratio decidendi 
Ratibnal doubt 
Rationalisation of industries 
Raw material 

Read Government Letter, Home 

. Department, No dated .... 

Ready reckoner 
Reap the benefit 
Reappropriation of accounts 
Reappropriation statement 
Rearrange the papers 
Reasonable eflTorts 
Reasonable facilities 
Reasonable grounds 
Reasonable wear and tear 
Reason to believe 
sr. 
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Reassessment of value 
Rebate of duty 
Rebate of interest 
Rebut the charges 
Recalculated retail rate 
Recall from leave 
Receipt and disbursement 
Receipt and issue section 
Receipt book 
Receipted chalan 
Receipt register 
Received in .cash 
Received Rupees . ..... (Rs. 
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Reciprocal help 


Reconcile the account 


Reconciliation of accounts 


Reconciliation of expenditure 


Reconstruction of accounts 


Record of right 

sriwn: 

Record of service 


Record room 


Recovery by instalments 


Recovery of claims 


Recovery of loss 


Recruitment by selection 


Recruitment to posts 

'rt/^sTprr 

Rectify the mistake 


Recurrent-non-recurrent 

3rR^-3nTr^ 

Recurring expenditure 

an^ ’T# 

Recurring grant 

3Tradf 

Redeemable preference shares 

3Tfw?T 

Redeem in lump sum 


Redemption fund. 




Red letter day 
Redress grievances 
Reduce .to writing 
Reduction in pay 
Reduction in punishment 
Reduction in rank 
Re-examined and found correct 
Reference is invited to — 
Referred to — 

Referred to as • — 

Referred to in the preamble 
Refixation of pay 
Refresher course 
Refund applicable 
Refund of advance 
Refund of Income-tax 
Refund of payment order 
Refuse to exercise the power 
Register a case 
Register a society 
Registered letter 
Register of accounts 
Register of sales 
Registration mark 
Registration of foreigners 
Regular enquiry . 

Regular establishment 
Regularity of expenditure 
Regular leave 
Regularly settled 
Regular permanent 
Regular temporary 
Regulation of seniority 
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Reimbursement of bills 
Reimbursement of expenses 
Reimbursement of medical charges 
Reinstate in service 
Rejected objections 
Relates to — 

Relating to — 

Relaxation of age limit 
Relaxation of rules 
Released on apj^eal 
Released on bail 
Release from requisition 
Release of land 
Release of surplus personnel 
Release to press 
Relevant papers . . 

Relevant papers be put up . 

Reliable evidence 

Relief and joining report awaited 

Relief and rehabilitation 
Religious endowment 
Kelinquisliment of charge 
Reluctant to do — 

Remain consistent with — 

Remain in force 
Remarks column 
Remarks of adverse nature 
Remedial defects 
Reminder may be sciit 
Remission of fine 
Remission of tuition fee 
Remit by money order 
Remit irrecoverable arrears 
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Remit instalment 
Remittance register 
Remittance report 
Removal from office 
Removal from service 
Remuneration charges 
Render account 
Rendered service 
Renewal of demand 
Renewal of registry 
Renewal of visa 
Renewals and repairs 
Renounce a claim 
Rent free tenements 
Repayment of loan 
Repeals and savings 
Reply may be sent as per draft 
Reply not received in 
repeated reminders 
Reply not yef received 
Reporting officer 
Report of relinquishment of charge 
Report on the observance of press 
code 

Report submitted to — 

Representation against order 
Repugnant to the context 
Required information may please be 
furnished/supplied without delay 
Requiring no proof ■ 

Requisite number of labourers 
Requisition for advertising a post 
Requisition for a form of application 
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Requisition for correction of heads 
Requisition form . 

Requisition of land 

Reservation of circuit houses and rest 
houses 

Reservation of posts 
Reservation of seats 
Reserved capital 
Reserved list 
Reserved price 
Reserve fund 

Resettlement in Government service 
of discharged employees 
Residential quarters 
Residuary powers, of legislation' 
Resignation of post 
Restricted interpretation 
Rest with — 

Resubmitted with previous papers 
Resulting from — 

Result of audit 
Result of examination 
Resume the duties 
Resume lands 
Resumption of charge 
Resumption of talk 
Retail dealer 
Retired .officer 
Retirement from service 
Retiring pension 
Retrenched staff 
Retrospective effect 
Return due on 
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Returned after doing the needful 
Returned duly endorsed 
Returned for further consideration 
Returned with objection 
Returned with reply that — 
Return in original 
Return is blank 
Return journey 

Return of file may be awaited 
Return of file may kindly be 
expedited 

Revaluation of assets 

Revenue and capital expenditure 

Revenue duty 

Revenue expenditure 

Revenue stamp 

Reverse an order 

Reversion vis-a-vis reduction of 
Government servant 
Revert to a lower post 
Reyiew of balance 
Review of case 
Revised agenda 
Revised estimates 

Revised memo is put up as 
desired 

Revise working plan 
Revision of payscales 

Revive the case 
Revocation of grants 
Revocation of guarantee 
Revoked licence 
Rightful heir 
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Rigorous imprisonment 
Road mileage 
Roll of honour 
Rough copy 
R. S. V. P. 

Rubber stamp 

Rule framed under Section . . . . 
Rule making power 
Rule of general application 
Rules and regulations 
Rules of business 
Rules of procedure 
Running contract 
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Safe deposit vault 

Said rale 

Salaried office 

Saleable publications 

Salient features of the scheme 

Salient points 

Salutary effect 

Sample survey 

Sanctioned after consultation with 
Finance Department 
Sanctioned as proposed 
Sanction has become inoperative 
Sanctioning authority 
Sanction is hereby accorded to - - • 
Sanction of interest-free loira 
Satisfactory account 
Satisfactory proof 
Save as expressly provided 
Save as otherwise prot ided in any 
law or rule 
Savings ban k 
Scale of pay 
Scarce currency 

Scheduled arrj\al and departure 
Scheduled bank 
Schedule of rates 
Schedule of spexi beat ion 
Scheme of development 
Scientihe and technical posts 
Scrutiny and checking 
Scrutiny of script 
Sea borne trade 
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Sealed cover 
Sealed tender 
Seasonal establishment 
Seasonal unemployment 
Secondary unit 
Secretariat service 
Secretariat standing orders 
Secret cover 
Secret instructions . 

Sectional holiday 

Secured advance 

Security bond 

Security deposit 

Security measures 

Seek permission 

Seemingly correct 

See my note in the linked file 

Seen and passed on to 

Department 
Seen and returned 
Seen, file 

Seen j . file with previous papers 
Seen, thanks 
Selecting authority 
Selection of candidates 
Select list 

Self-contained draft 
Self-contained proposal. 
Self-explanatory note 
Self-Governing colony 
Semi-autonomous bodies 
Send in manuscript form 
Seniority list 
Seniormost officer 
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Senior time scale 
Sense of duty 
Sense of the House 
Sentenced to death 
Sentence of imprisonment 
Sentences ^to run concurrently 
Separation of the Judiciary from the 
Executive . 

Sequence of events 
Serial list 
Serial number 
Serious allegation 
Seriously noticed 
Serious thought 
Served and returned 
Service book 
Service conditions 

Service from to verified 

from the office copies of the pay 
bills and found correct 

Service of notice 
Service of summons 
Service stamps 
Service telegram 
Service verification 
Set aside 

Setting of question paper 
Settled table 
Settlement instructions 
Settlement of land revenue 
Settle the account 
Severally and jointly 
Severe action 
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Shall be bound to obey such order 

Shall be deemed to be included 

Shall be inserted 

Shall be liable to pay 

Shall be merged into funds 

Shall be omitted 

Shall be substituted for — 

Shall be void 
Shall continue to be such 
Shall have effect 
Shall have the same effect 
Shall not be called in question on 
any ground 

Shall not be com|>eUed 
Shall not intervene 
Shall take effect 
Share capital 
Slidrtage written off 
Short caption 
Short cut method 
Short notice 
Short spell 
Short term 
Short term credit 
Short title 

Should be debited to — 

Should be. given to understand 
Should be ignored 
Should be met from — 

Show cause notice 

Show cause why serious action 
should not be taken 

Sick leave . 

Signed, sealed and delivered 


mj 

^ gt ^ 

3iT#T ^sfpirn: 

ffrCt 

^ ffifr 

wr 

5flfW 

si^'Tsm^r 'TS^ 
sfFTsrrfe^ ^rsrfrr 

Cs 

— 50# Eij«uf(iy qxt 

qr^ 

— ^ wiquqid- irrar 

^FTW qiw 

qnT«irl qq- qq qrlwn 
^PTTor ,?raqi 

T^rr 

q qtfiw tftq% %isr 


in 


Simple imprisonment 
Simplitication ot rules 
Sincerely yours 
Since the inception of — 

Sine die 

Sine qua non 

Single entry system 

Single journey visa 

Single transferable vote 

Sinking fund 

Sitting over the papers 

Six monthly expenditure statement 

Skilled labour 

Sleeping partner 

Slightly afl'ceted 

So and so 

So as to ensure 

So far as may be • 

So far as possible 
So far as prac,ticable 
Soft currency 
Solemn affirmation 
Solemnization of marriage 
Solemnly affirm 
So long as • 

Solution of problem. 

Solvency certificate 

So much as 

Soon after the receipt 
Sound proposal 
Source of income 
Source of profit 
Spare copy 
Spare parts 
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spare time 
Speak on phone 
Special accommodation 
Special allowance 
Special disability leave 
Specialized post 
Specialized training 
Specially empowered 
Special mode of recovery 
Specifically appropriated 
Specific denial 
Specific goods 
Specific recommendations 
Specified in the certificate 
Specified qualifications 
Specimen signature 
Speed up disposal 
Sphere of duty 
Sphere of influence 
Spirit of the rule 
Stamped agreement 
Standard form 
Standardised rate 
Standard of living , 
Standard register 
Standard rent 
Standard specification - 
Standing crop 
Standing orders file 
Staple trade 

Starred Assembly question 
State aid 

State Civil Service 
State' development plan 
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Stale emblcnt 
■State level scheme 
Statement of account 
Staiement of allegations 
Statement of irregularities 
Statement of objections 
Statement of objects and reasons 
State of uncertainty 
State prison 
Statewise break-up* 

Stationery md printing 
Statistical abstract 
Statistical analysis 
Statistical data 
Statistical return 
Statistics of births and deaths 
Stains quo 
Status quo ante 
Statutory authority 
Statutory basis 
Stay of proceedings 
Stay order 
. Sterling draft 
Sterling overseas pay 
Stet 

Stock in transit 

Stock on hand 

Stop“gap arrangement 

Stoppage of increment 

Store clerk to supply 

Stores receipt register 

Strict conformity with the standard 

Strictly relevant 

Strictly speaking 
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Strike a total 
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Strive one’s best 
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Strong opposition 
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Strong room 


Structural alterations 


Struggle for existence 


Stunted growth 


Sub-clause 


Sub-divided capital 


Sub-head of account 


Subjected to 


Subject in dispute 


Subject thereto — 
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Subject to — 

Subject to approval 
Subject to confirmation 
Subject to jurisdiction 
Subject to the claims of — 

Subject to the condition that - — 
Subject to the provisions 
Sub-lease 
Sub-letting 

Submission and disposal 
Submission of papers 
Submission regarding — 

Subm**ted for favour of sympathetic 
cons: deration 
Submitted for jjerusal 
Submitted with reference to Deputy 
Secretary’s orders on prepage 
dated. ..... 

Submit the file 
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Subordinate office 
Subordinate service 
Sub-rule 

Subscribed by — 

Sub-section 
Subsequent action 

Subsequent compilation No 

Subsistence allowance 
Subsistence grant 
Subsistence of agreement 
Substantially identical 
Substantial question of law 
Substantive appointment 
Substantive appointment to a 
permanent post 
Substantive confirmation 
Substantive pay 
Substantive post 

Substitute may be appointed as 
an interim arrangement 
Substitute the following 
Sub-tenant 
Sub-title 

Subversive activities 
Succeeding paragraph 
Succession certificate 
Such action as may be deemed 
necessary r 

Sufficient cause. ■ 

Suggestion in brief 

Suitable action 

Suitable reply is put up 

Suit was barred by limitation 

Sum insured 
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Summary investigation 
Summary procedure * 

Summary trial 
Summing up 
Summoning witness 

Summon the Legislature of 
State’" 

Sum payable 
Sumptuary allowance 
Sundry expenses 
Sunk capital 

Superannuation pension , 
Superior, service 
Supernumerary post 
Supersession of claim 
Superyision charges 
Supervisory staff 
Supplementary appropriation 
Supplementary budget 
Supplementary demand 
Supplementary grant 
Supplementary indent 
Supplemer»tary question 
Supplies f om overreas 
Supporting \'ouchers 
Supposed rights 
Suppressive treatment 
Surcharge on fare 
Sufe^y bond 
Surplus area 
Smplus assets 
S urplus budget 
Surplus sum 
Surrender of grants 
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Surrender share , 

Survey mark 
Surviving children 
Suspended from service 
Suspended lien 
Suspense account 
Suspense head of account 
Suspension or cancellation of licence 
Swearing-in ceremony 
Sympathetic consideration 
Synopsis of the case 
Systematic work 
System of keeping records 
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Table of contents 
Tabulated statement 
Tabulate periodical returns 
Tact and discretion 
Take action 

Take a round and report 

Take care of 

Take cognizance 

Take effect 

Take exception 

Take for granted 

Take measures in their power 

Take notice of 

Take over charge of duties 

Take over on experimental basis 

Take part 

Take possession of — 

Take prompt steps 
Take steps 
Take the chair 
Take the salute 
Take up 

Take up the question with — 
Tangible result 
Tantamount lo contradiction 
Target fixed 
Target of production 
Targe^ts achieved 
Taxable income 
Tax free 
Tecluiical defects 
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Technical error 
Technical qualifications 
Technical sanction 
Technical term 
Telegraphic message 
Temporal affairs 
Temporary appointment 
Temporary headquarters 
Temporary relief 
Tendentious report 
Tendered vote 
Tender rates 
Tender resignation 
Tentative draft 
Tentative prograinme 
Tenure of oflBce 
Tenure post 
Terminable lease 
Terminal tax 

Termination of employment 
Termination of post 
Term of office 
Terms and conditions 
. Terms of agreement 
Terms of reference 
Territorial integrity 
Territorial waters 
Testamentary disposition 
Testamentary succession 
Test cheek 
Test house 
Test of competence 
Text of the correspondence 
Thatis(i.e.) 
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The letter in question is enclosed 
Then and there 
Theoretical problem 
Theory and practice of — 

The papers were marked to — ; 
why. were they not sent to him ? 

There is no reason to suspect 
There is plenty of evidence to show 
These papers may be marked to — 

The undersigned presents compli- 
nents 
Think fit 
Third party 

This agreement made at. . .on.\ . 
tetween the Governor of Maha- 
rashtra of one part and . . of the 
other part 

This case relates to — - 
This does not include passage both 
ways 

This is an irregularity. 

This is to certify that^ — 

This, is to inform that — 

This is to report that — 

This is with reference to — 

This may be passed on to ... . for 
necessary action 

This may be returned when done 
with 

This may kindly be condoned 
This may please be clarified 
This may please be treated as top 
priority case 
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This office cannot trace out papers 
This office may kindly be enlightened 
on the point 
Thoroughly satished 
Through cases 
Through excitement 
Through inad.'ertence 
Through journey 
Through overs ght 
Through proper channel 
Through the agency 
Thumb impression 
Time barred 
Time limit 
Timely action 
Timely completion 
Time scale 
Time scale of pay 
Time schedule 

Time schedule for submission c 
indent 
Time table 
Title by purchase 
Title of goods 
Title of honour 
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Title page 
Title to leave 
Together with 

Token supplementary demand 
Top most priority 
Top priority 
Top secret 

Total brought forward 
Total carried over 
Total emoluments 
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. Total employees 
Total incidence 
To the best of ability 
To the best of judgment 
To the best of knowledge and belief 
To the effect 
To the exclusion of — 

To the extent of — 

To the point 
Tourist ticket 
Tour programme 
Town area 

Trace out the previous papers and 
put up 
Trade mark 
Trade name 
Trade union 
Trading account 
Traditional practice 
Training period . 

Transact business 

Transfer a lien from one. post to 
another 

Transfer allowance 
Transfer at request 
Transfer by pledging 
Transfer credit 
Transfer debit 
Transfer of assignment 
Transfer of property 
Transfer order 

Transfer travelling allowance advance 
Trans-frontier trade 
Transitional period 
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Transitory provisions 
Transmission of messages 
Transportation for life 
Transport charges 
Travelling allowance 
Travelling concession 
Travel on duty 
Treasure trove 
Treasure trove finds 
Treasury and bank b-ilasiois 
Treasury receipt 
Treasury strong room 
Treaties, agreements and conventions 
with foreign countries 
Treatment of a subject 
Treatment of disease 
Treaty obligations 
Tribal area 
Triennial report 
Tripartite agreement 
Triplicate of a bill 
True copy 
True statement 
Truely yours 
Trust property 
Trustworthy hand 
Turnover of purchases 
Turnover of sales 
Typical instance 
Typographical error 
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Ultra vires 
Unalterable decision 
Unauthorised action 
Unauihoriscd arrears 
Unavoidable accident 
Unbiased opinion 
Uncalled for remarks 
Unceasing efforts 
Unclassified posts 
Unconditional undertaking 
Undated cheque 
Under certificate of posting 
Undjr compliance 
Under- cons'deration’ 
Underdeveloped countries 
Under duress 

Undergo a sentence of imprisonment 
Underground railway 
Under hand and seal of — 

Under head — 

Under instructions from — 

Under intimation to this office 
Under issue 

Undermine the security - 
Under my authority 
Under orders of transfer. 

Under para— ft/J 
Under protest 
Under refereace . 

Under rule 

Undersigned is directed that — 


pT:TO/q;4irfT%r 

c , . 

Pq^iia I •O'lfi 

fwr 

>D 

— srrf^ ^ irferf 



'TT3^ Bfig- ^ 

’TTfirr BffeKRT 

3TT^ fjTaT%^ 

cqoF?r 

^riB5V +<<i|i-4ii«r siT^isi.. ^’ran^ 

arrar 3 it| ^ — 


Under suspension 

Under the authority of any law 

Under the control of — 

Under the hand 

Under the rule-making power 

Under the rules thereunder 

Under the stress of circumstances 

Undetermined value 

Undue benefit 

Undue delay 

Undue hardship 

Undue influence 

Undue interference 

Uneconomic cultivation 

Unencumbered estate 

Unexpected delay 

Unexpired portion 

Unfit for human consumption 

Unforeseen charges 

Unforeseen circumstances 

Unhampered action 

Unhealthy climate 

Unified scale 

Uniform increase 

Uniformity in procedure . 

Unilateral action 

Unit of appropriation 

Universal demand 

Unlawful purpose 

Unless otherwise provided 

Unless the context otherwise requires 

Unlimited power 

Unofficial card-reminder 

Unofficial letter 
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Unofficia] notes and aide memoirs 


Unproductive labour 

«nT 

Unprotected land 


Unproved charge 


Unquestionable right 


Unrealisable sum 


Unreasonable delay 


Unrestricted interpretation 


Unskilled labour 

31f5r^ SCTtPfU ■ 

Unstable administration 

sra-RPT 

Until further orders 


Until otherwise provided for 


Unusual occurrence 


Unwritteen agreement 


Upgrading of posts 


Upkeep of building 


Upper age limit 


Up-to-date 


Upward limit 


Urban areas 

JTm)- 

Urban industries 


Urgently required 
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Usage having the force of law 


Usual action 
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Vacant post 
Vacate office 
Vacation department 
Valedictory address 
Validation of papers 
Validity of declaration 
Valuation certificate 
Valnation of answer ooks . 
Valuation statement 
Ventilate one’s grievances 
Venue of meeting 
Verba) alteration 
Verbal statement 
Verbatim report 
Verification of accounts 
Verification of antecedents 
Verification of service 
Verification of signatures 
Verification of title 
Verified and found correct 
Verified copy 
Very Important Personages 
Very urgent 
Vested interest 
Veto power 
Vexatious proceedings 
Vice versa 

Vide letter number .... 

Vide note on the order-sheet 

Violation of law 

Vis-a-vis 
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Visit book 

Visual test 

Vital centre 

Vital statistics 

Vitiate the enquiry 

Vitiate the proceedings 

Viva-voce 

Viva voce and personality test 
Vocational training 
Void contract 
Voluntary service 
Voluntary statement 
V oted/ non-voted expenditure 
Vote on account 
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Wages and salaries 
Waiting charge 
Waiting list 
Waive rights 
Waive the recovery 
Want of confidence 
Warning circular 
Warrant of precedence 
Washing aliowance 
Watch and ward 
Water rates 
Ways and means 
Ways and means forecast 
We agree with ‘A’ above 
Wear and tear 
Weekending report 
Weekend ticket 
Weekly progress 
Weighted average 
Weights and measures 
Whatever may be the circumstances 
When not qualified or when dis- 
qualified 

When the qualifying service is less 
than the prescribed minimum 
Whereabouts of individuals 
Whereas it is expedient to — 
Whether the liye entries are watched 
and reminders issued 
Whichever is earlier 
Whole number 
Wholesale price 
Wholesome food 
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work 

Wholly or partly 
idc discontent 
Wilful absence ‘ 

^hfuJ mis-statement 
Wilful negligence 
Will be attended to — 

^ill be dealt with severely 
Will be held to be concinsive 
Will be severely viewed 
Will remain unaffected 

Will render the defaulter liable for 
punishir>ent 

Will you please state ? 

Wind up 

Wind up the office 
With a view to — 

With details 
Withdrawal form 
Withdraw^al of magisterial powers 
Withdrawal of motion 
With due . regard to — 

With due regard to the ndture and 
extent of such* duties 
With eJffect from — 

With great risk to life 
With great vigour 
Withholding of mcrements 
Within a iradius of — 

Within the ambit of the Act 
Within the jurisdiction of— 
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Wit’hin the local limits 
Within the puryie^¥ of the 
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Commission 
With Or without 
Without any further reference 
Without any hesitation 
Without being informed 
Without delay 
Without fail 
Without hindrance 
Without jurisdiction 
Without payment of rent 
Without prejudice 
Without prejudice to the generality 
of the foregoing provisions 
Without previous approval 
Without proper authority 
Without service element 
With permission to affix and suffix 
With reference to 
With reference to your letter 

With reference to your memo 
cited above, I beg to state 
With regard to — 

With respect to — 

With retrospective efiect 
With the compliments of — 

With the concurrence of — 

With the result that 
Workable area 

Work charged establishment 
Work day 

Working capital 

2r. 


?T%r smr 

ft 

■snt 

fpfr ^ 'frqwcrr 
^ qrsrdfii raH 
JIN' 

srrfw ^ «iTs>J4i'»4i 

— 'szrr 

amw wq ; arr qyv rr 

^ •dW'RawH 1 STFf^qT 5iiqiM 

5:^ ant ^ 

— ; — =5117 arra^r 
jnrrwTTT^ 

— 5TTr ?1T3R 

qfTvmTt; — =arr qfwnr 
qrnr + wral'*^ ^ 
srnfqmr 
qrrfrrarr f^f 
qnqqrrCl/=tc3t 


Working hours 
Working paiiner 
Work in progress 
Work order 

Work order on paymeiit basis 
Work out cost 
Work schedule 
Work sheet 

Works taken under loan programme 
Wound and injury pension 
Write off 

Write off an account 

Write off an amount to be 
recovered 
Write up 
Written order 
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Year book 

Year uoder report ^ 

You are called upon to show cause ^trot 

^ anf 

You are suspended from duty f?r55(% fRWTOT W ant 

Your presumption is correct ariT^l tfRiTl ?rd^ ant 

Your reply is awaited ariM^^T WTS m^wild tcT ant 

Your request cannot be acceded to am^qr f^HdYMT WR ^ iRT mtl 
Your request cannot be considered affTwr ft^i#anr faraK aror ^ 
Yours faithfully anwr 

Yours sincerely arrrar 

Yours truely anw 

You will appreciate my arm amft ar^m 
difficulties 
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Zeal and energy arrfiT aftq 

Zero hour 
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Error of omission 
Unforeseen circumstances 
Unforeseen charges 
Undue hardship 
Unskilled labour 
Perpetual succession 
All India Services 
Approximate closing balance 
Closing balance 

Thumb impression 

Purely temporary post 
Whichever is earlier 
Fire risk certificate 
Determination of priority 
Warrant of precedence 
Inadmissible claim 
Forwarding letter 
Forwarding endorsement 
Portion marked * A ’ 
Continued under requisition 
Terms and conditions 
According to stipulations 
Embarrassing situation 
Interim order 
Interim reply is put up 
Interim loan 
Ad interim 
Interim payment 
For interim information 
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Interim audit 

Interim/Stop-gap arrangement 
Make interim arrangements 
Substitute may be appointed as an 
interim arrangement 

Inclusive of — 

Internal and external 
Internal arrangement 
Sub-divided capital 

Non-teclinical post 

Drastic action 
. Overtime allowance 
Most immediate 
Over payment 
Final order 
As the last resort 
Finally notified 
Cases'pending final disposal 
Last pay certificate 
Final acceptance 

Very Important Personages (V.I.P.) 
Release of surplus personnel 
Extra w^ork ; additional function 
Excess profit; additional profit 
Surplus assets 

Additional information statement 

Surplus sum 

Surplus area 

Badly infested 

Heavily congested 

Highly irregular 

Highly objectionable 

Top secret 
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Cases of extreme urgency 

CfRfiY^ 

J Most urgent 

^ 1^%?^ 

I^Very urgent 

Badly neglected 

^ ^fScTT 

Gross impertinence 

Tc^ 

In all humility 


Circumstances of extreme urgency 

wfrf^^' 3iT| 

Is highly pertinent 

(Tcw fqw 

Gross negligence 

(Rir?q 3rp’5T 

Narrow majority 

SiWlWF^ 

Essential services 

3?rRr4' 

Non-cognizable offence 

!r3riTi% 

Approximate cost 

1 ^fn^^rrtr 

z\bstract of estimate 

if?Tsrn»,Tr 3Tf=f=F 

Excess over the estimate 

iT^lf^ 

Estimated out-turn 

iT^Tpyfrr WM 

Estimated expenditure 

if^rfer 'SfTfr 

Estimated receipts 

if^rfer ^r^oM^T 

Estimated cost 
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Reply not yet received 

3Twr^ 

Up-to-date 

srfoqr w%«l 5ff? • 

Added entry 

irfgqr r^^TTrai^ TW 

Returned - for further consideration 

irfqqr 

More convenient 

ilf-qqnr 3TfiT%^ 

Record of right 

irfqqnq.cT: 

irfero^ ?r^ qrw 

As of right 
jEnter upon an office 
(^Assumption of office 

3Tf^+KM<13t-C TT^'q 

Continue to be in office 
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Ex-officio 

srfer?: 

Confer a right 

arfqqjR 

fAs a matter of right 
"j^As of right 

arfkqrn: 

Deprived of a right 
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Waive rights 
Extend the jurisdiction 
Subject to jurisdiction 
Without jririsdiction 
Commutation of rights 
In official capacity 
P^y of officers 

Cheques to be drawn in favour of 
officers 

Bulk of expenditure 
Official documents 
Authorization certificate number 
Release from requisition 
Before the Pay and Accounts Officer 
is addressed accordingly the papers 
may be shown unofficially to the 
Finance Department 
After coming into force of the Act 
Implication of the Act 
Within the ambit of the Act 
For the purpose of the Act 
Provisions of the appropriate penal 
Section of the Act 
In pursuance of the Act 
Overhead cost 

Authentic copy 

GenerM body^ 

Above par 
Supernumerary post 
Draft notification is in order 
Occasional surprise checks 
Take the chair 
Unauthorised action 
Unauthorised arrears 
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Exclusive right 

STfRT 3!fwT#5r 

Exclusive jurisdiction 


Exclusive power 

3FFT 

Exclusive jurisdiction 

3FI^«FT 

Unexpected delay 


Leave not due 

sRfer x?5rr. : .f^ 

Amount of leave not due 


Inadvertently overlooked 



Through inadvertence 

SRRRff Wk 

Non-recurring expenditure 

3RR'5T 

Open letter 

SRII^ 

Uncalled for remarks 

arftmcT 

Non-regular employees 

arftzrfFcr 

srfvFifw j 

Irregular action 

sri^Frfef «F^ 

Commit irregularity 

srf^nrfiFr FtF?!# f^iwm 

Statement of irregularities 

arf^^ s^ 

Keep pending 

5#r«rtf% 

Undetermined value 

BTprin^'d rd#^d 

Unrestricted interpretation 

3irddT^+ 

Uneconomic cultivation 

3lfd-R-'5(d 1 

Non-resident 

3tfd(^‘dd [■ 

arf^rf^ J 

Indefinite period 

3ri%f^d'd^ afWFTT 

State of uncertainty 

aifdl^dd fddTWdT 

Sine die 

arM^^d feTNFd clf^l 

aridf^ard' r^dTT^d ^FT J 

Adjourned sine die 

aiddim dddH 

Compassionate gratuity 

wr 

Compassionate allowance 

3f^W m^mWoS 

On compassionate grounds 
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Optimum utilisation 

315?^ ^ 

Optimum point 

ai^[^ «lf<1^»l^ 

Favourable condition 
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Table of contents 
Serial number 
Ex-gratia payment 
Undue influence 
Undue benefit 
Undue influence 
Undue interference 
Non-productive consumption 
Unproductive labour 
Surrender of grants 
Revocation of grants 
Instructions are solicited 
Memorandum of instructions 
Instructions are awaited 
As per instructions 
Absentee allowance 
Absentee statement 
Compliance report 
Under compliance 
Allowed and remanded 
Succeeding paragraph 
Incidental to 
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Ancillary services 

Procedure to be followed 
As per — 

Scheduled bank 

Cases which are likely to affect the 
good government of the scheduled 
areas 

As per item in the schedule 
Licence holder 
Pre-licence enquiry 
Licence fee 



irofTT 

'S 


Suspension or cancellation of licence 
Admissible expenditure 
Admissible limit of amoimt 
Informal discussion 
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UnofScial notes and aide memoirs 
Informally ascertained 

Consult imofficially 

Unofficial letter 
Apprise informally 
Unofficial card-reminder 
Food bonus fund 
Hunger strike 
By any other means 
Ceteris paribus 
Not otherwise provided for 
Until otherwise provided for 
Unless otherwise provided 
Howsoever otherwise 
Not otherwise provided for 

Except where otherwise stated these 
charges should be regulated as if 
they were countersigned contin- 
gencies 

Is otherwise in accordance with the 
provisions of this Act 

Other things being equal 
In other respects 
As per — 

Depute an officer to investigate 
Casualty ward 
Act of trespass 
Adulterated drugs 
In case of failure 
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Commission of the act charged as 
an offence 

Commission of an offence 
Cognizance of offences 
Unalterable decision 
Sine qua non " 

Unavoidable accident 

Sine qua non 

Insufficient cause 

Exclusive list 

Provision for exclusion 

Exclusive of ; to the exclusion of — 

Abusive language 

Abducted person 

Appeal was heard ex-parte 

Released on appeal 

Order in appeal 

Investiture of appellate powers 
Appeal allowed 
Appeal would lie 
Appellant contends that 
Appellant pleaded not guilty to the 
charge framed against him 
Entertainment of an appeal 
Inadequate funds 
Insufficient cause 
Fall short of 
Omission of fraction 
As required 

Anticipated or estimated expenditure 
Anticipated expenditure 
O ut of use 
Unhampetbd action 
IncontrovnlS^ e:^t#a<8i(/ ' 
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Indirect expenditure 
Indirect election 
Irrelevant fact 

Act of misconduct involv; 

dishonesty - 
By dishonest means 
Addiction to (opium) 

Will remain unaffected 
Defamatory suit or case 
Statement of allegations 
Alleged statement 
Dispassionate opinion 
Call for remarks 
Remarks column 
For favour of remarks 
Institute prosecution 
Initiation of prosecution 
Record room 

Deposited in record room 
Maintenance of records 
System of keeping records 
Destruction of records 
Elimination of records 
Preservation of record 
Classification of record 
Apparent error on the face of reco 
For record 
Course of studies 
Inordinate delay 

Unlimited power 

Continue to be in force 
Executive proceeding 
Executive function 
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Remain iii force 
Law in force 
r In operation 


In force 

As in force 

Give effect to — ■ 

Carry into .effect 
Cease to operate 
Shall take effect 
f Take effect 
! Come into force 
Come into operation 
So and so 

Dispose of (an application) 
Application is covered by the rules 
Application may be rejected 
Entertain an application 
Application form 
Prescribed form of application 
Earned leave 
Earned leave is granted 
Framing of budget 
Budget sanction 
Budget statement 
Budget head 
Budget provision 
Budget estimates 
Budgetary irregularity 
Budget estimates 
Disbursement of subsidy 
That is (i.e.) » . 

Ways and means 
Ways and means forecast 
Moity of the salary 
Demi official letter 
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sr# 5RTiqrtf ?R«rT 
srt^ w 

^ fr !%%■ !w?r 

sr^ 
srtcrr w 
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5?!^ ??wHr 3mr 

STf^T^d^lT 
3?!^ WW 

srpTiTH^ 

3rtgK%r 
3ft^?r Hi'^d! 

3d%fe ?r 

3IW3T^ 

3T?wrfe^ 

CN 

>s 

ND 

3i?qwi^TRr 
sr^sr-qR" . ' 

srgfsi^ 

31^ ?RTO ?n35T 
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qt 


Half truth 
Half average 

Leave on half average pay 
Bi-weekly statement 
Semi-autonomous bodies 
Qualifying service 

When the qualifying service is less 
than the prescribed minimum 
Qualifying marks 

When not qualified or when dis- 
qualified 

Qualifying exarhinaticn 
Qualifying standard 
Qualified candidate 
Qualifying standard 
Non-qualified 

Accord recognition to qualifications 

UnwTitten agreement 

Short spell 

Short notice 

Short cut method 

Slightly affected 

Short term 

Short term credit 

Under-developed countries 

Minority opinion 

Tenure post 

Lapsed sanction 

Notwithstanding the aTpiration of 
term 

Below par 
Unclassified posts 
For perusal 



Submitted for perusal 


Residuary powers of legislation 

3RW SRft-^TTW^ 

Period of compulsory waiting 


By all means 


Non-essential services 

3T=rrfeT ^^i=F 

Accession number 

3TWTp^?ffe^ 

Accession register 

sf R^ir 5RT5r 

Dead stock 

wHt fff?^ 

Dead stock register 

arf^OTF^r 

Bad in law 

arf^TTM^ 

Non-divisible? expenditure 

arf^WST 

Integral relationship 


Unceasing etforts 


Without delay 

srf^tspK 5T4tiT 

Indiscriminate use 


NoKJonfidence vote 

Sr^cTR" \ 
afftwRTrar 3Tr^ J 

Motion of no-confidence 

artcrfq^ T^rr 

Leave without pay 

art'-T qp^ir 

Illegal gratification 

art^r szfcf^ 

Illegal dealings 

SfoirafeRr 4HIW+ 

Disorderly behavioiir 


Part-time 

am: fHf^wr 

Partial decontrol 

sNrrr: wjs(^ 

Partial modification 

amsrqft 

To- the effect 

SRTT 

of srfrrfft With due regard to the nature 

q>j(T4liifq'ul' 5y^nW 

extent of such duties 

am qr<R=iq?ncf 

In the circumstances 

arar sr+'^q-RT t fwr 

qnj# SPETT It is not sought to make these 


applicable to such cases 

sRiqar q?«PT/faR^ 

Absurd statement 

arow 

Anomalous position 


Non-continuous service 



anRftrcrar#! \ 
snEfrfwcr j 

- » «■ . -1^ «V 

ara^srttnpRT 

ar^rr arrt^r 'no5«mRT Tt^lr5ir 

sr^rraHW^ 

3r4ii'MK«r 
<iRn^>n^ TtwRiT 
srfe anrd? 
srtsRRrr 

am amOTr^STl 
amanm^ ^ J 
amar^ff?^ 
am’T^^PFr 
art tr^m'l 
art 5n?trmj 

am !ii¥fT €r— 

3i%f^jT3rrmm 

3T^t 7f^ 3Tr^ aft — 

3T# 5T %‘wm/^rirqm sprmrt 

+wicr ^ 

ar^ srmftRT q-?r arri ^ — 

— ar^ m?rnmr snf^RTRrm 

siwR 3 rr| 

— 3T# w 

— ^mwK 

m ^ — 

— 3Tt fl:q- 3Tqrfcfr# 3n*| 

* 3 T ' WFf f szrw 

sref^ 

H 3825 — 12 a 


In spite of — 

Unprotected land 

flf any 
[In case of - — 

Non-cadre officer 

Shall be bound to obey such order 
Extraodinary leave 
Extraordinary meeting 
Abnormal situation 
Unproved charge 
Inasmuch as 

Notwithstanding 

Despite this 
Assuming that 

In the event of — 

It may be pointed out that — 

If it shall appear 
It is presumed that 
Failing which serious action will be 
taken 

This is to certify that 
Appointing authority has reason to 
belieyethat — 

I have not the least hesitation in 
holding that — 

In case of — 

It may be pointed out that — 
Bound to be — 

Examine the proposal iii the light 
of observations at ^ A ’ 
Temporary appointmoit 




sd^T: WRR- 

» 




amr^ w 

O 


Unstable administration 
Year under report 
Not transferable 
Detrimental action 
Minor children 


3TT 


sTRrt f^RTnr 

Numerical return' 


Contingent use 

3nwri^TT^ 

Contingent charges / expenditure 

srrsfrft^iT ^ 

Contingent register 

srr^rf^ 

Contingent bill 

arwfw 

Contingent allotment 


Contingency fund 


Contingency register 

arr^fiRr srtnuN-^ 

Emergency certificate 

an-sjTfwtf; 

Emergency cadre 


Emergency duties 

3n"+.r?JT^' 3re»T !T^?rT. 3rr| 

Contingency may arise 


Contingent annuity 

sTTOi: ?frir;=T 

c\ 

Excluding the charges 

3T!WT ailfw SPOT 

Arrival and departure 

snwTferr^ 

Date of arrival 

3rFTE^^T2^ 

Unusual occurrence 

BTFrra 

In advance 

amrraf^ I 


atT’TI'd-, r+'t^ixTl' 1%^j 

Advance bills 

ciTFfi^ TTcfr^ 

Refund of advance 

armrs; arrR fcf^ 

Advance and its recovery 

aiwra tw 

Advance payment 

amrra.t^TT^ 

Advance increment 

i STT^ m64r 

Out today 


srr^rqrs^ 

sTF^^rnJfTF 

3nH>FTI JHIH ^57^ 
anc ^'W ’ R l t '^ 

STTS^rrlt I^q <-“14 =1 
arnrot 3Rft ant ^ — 

sft ^ — ■ j ajpjp^ — 

• • • • grrfit ■ ■ ■ ■ 

th'wr^r iTRT 

3nnfr^T<#®TT ?fTf ^ ' dr^V srarsHTHI 
5TWV 

srrarna^ 
griroi^ sirmT ^ 


Issue today 

Despatch today 

Life imprisoniaent 

Life annuity 

Strive one’s best 

Beyond control 

Causes beyond control 

Eight-monthly expenditure statement 

It is further requested that — • 

Provided further that — 

All communications between and 

should be canalised through 

Extraordinary powers in case of 
emergency 
Inter-State 

Inter-State trade and commerce 


srr^ f^TfTPfhr 

srm f^TTT’fhT 

arfcrc f^TfTPftq trarRrfrnt 

arrgt: 

srt^fT 

arta r ^nTnrra 3rr3?rrT 
sTF^ rr^rrd arr^Td 

arrdT ^ 731^ rnr^irg' an'^ 

arrfafsqwr 
3ncfT5r ^ 
ap^ finin’ 1 
3 tk^ firqpT^’^/ 
arr?^ ?2fnft sn^ 
ant^ ajildld arrorof 
3TT$yr xjde'd'if 
3n%^ ^FPiq qvnif 
3n%r ^^’P’lra’ an^ 
an^ to’td ft 511^ 


Inter-State 
Interdepartmental 
Interdepartmental inquiry 
Interdivisional routes 
Internal arrangement 
Intrinsic value 

For the reason now explained 'we 
concur in the proposal 
Now these presents witness that 
Sumptuary allowance 
Contents received 

Model rules 

Model standing orders 
Give effect to an order 
Reverse an order 
• Confirmation order 
Orders communicated 
Early orders are solicited 



3nt?r twTRT STM 
^ srr^^rr 

snw 'TTMTOHcr srr^ ■ 

3Ti^ 'TR qT?wr 
(3n^) qT??fr 
(arr^) TTCT 

an^m 

3?r5^l'H'i|l«t><dl ^ 

; 3rr%5r*nTRRcTT ?t7^j 
ant^rHt 3fTp»ijviiieHjfr / frFjfe 
55TOT 

antin' 41 arwr 
ant^T- 

ant^lMl ^d T 

?r ^57:^ 

aiK4!n-«<i ^dr<c(ift 7R 

arr^^iid anji^: 

ant^mr spT^ 

an^^ii^l-MK 

jiT^ ?nm: 

a»l5=?ii^tlK 5WR ^?5TJ 

an^^n^^nr ITT 5R^ 

antmT^reff 

an$TTOT5l-?rRT 
aTT4Rl+->ft ainwHvdHUfl- 

armr jnn«w 

arrarr^ 

an«iR«i*nft4^ 

anvRwiwR^ T 


Orders jiasscd 
Orders arc solicited 
Vick note on titc*order-sheet 
Orders issued 

Execution of orders 
Carry out 
Comply with 
f Disobedience of orders 
Breach of order 

Penalty for contravention of orders 
Power to suspend execution of orders 

Disobedieiice of orders 
Enforcement of orders 

Authenticity of orders 

Non-compliance with orders 

Legality of the order cannot be 
questioned 

In partial modification of the orders" 
Modify an order 

TAs desired ; as directed 
|_By order 

Drafted as directed 

Revised memo is put up as desired 
For orders 

Representation against order 

For favour of orders 

Execution of process 

Supporting vouches 

Cardinal principle 

Enumeration of data 

CoUectimi and compilation of data 
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NS 
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V5 
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o 

Wk 

sTH^f^jrrar 
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3 TFT 55 T 

srrmfn'T • " 


•'rf^NT 


arrr^ 3 rr| 

Sfiq^ ^>#=t 'tti^loW' 

snw 3 Tit^ ft Tr#rr 
anw ^ ^jflT^nHW irt^wra’ 

int 3 W ’IW 
3 ITW T^orw 

3 TTq# Tfopir Ti 


anq^^^TIOT 
an^i^ ^ 'TTfo^iT^ % 

anqpirr sh'i^^^flc +^0^1=^ f^ 
anq;?^ Wf# ?riTs?^ 

arn^JTT "T^. ’ff’fT ; 3»lM<rql 

arrR^ qWRT 


Compilation of data 

Resubmitted with previous papers 

Please put up with previous papers 

Up-to-date 

Modem style 

Presumptive pay 

Incidental to 

Incidental charges 

Collateral evidence 

Incidental mileage 

You will appreciate my difficulties 

Allotment placed at your disposal 

I am directed to state that — 

fTruely yours 
"I^Yours trudy / faithfully 
r Yours sincerely 
^Sincerely yours 

Correspondence resting with your 

memo No 

Your presumption is correct 
In addition to one’s own duties 
I solicit your orders 
I think our view should be pressed 
with — 

Opportunity to be heard 
After giving an opportunity to be 
heard 

Abide by one’s word 
Your reply is awaited 
Neglecting his legitimate duties 
Justify one’s action 
Acting in his discretion , 

With reference to your letter 


Explained in your letter. 


srnr^T ■■y+K ^ rr rt^ 

3m?srr 

3nR?RT !OT*I«tT'^ qTjH>l»s.il ^Rq- 
sriR^RT^ft^ f t ^ RT K 

SfTRRRT 55-RRi •Cld ^SRRnT 

anr^RT #5mfRWfRR ^ 
^RRTRT 

STTRcRT WR RRTi^ • • • • =t spWf- 
5F!srr / =SRT sr^qT^sRTR 
ariR^ WRRW FTSS: %RiWR 
arRTcft RR3R 
srnriRtRRRm 
armcft TTRT^ 
amr^ RRR 
aimidi RRTnr^ 
arPR^R qf<RRR / rr^ 
snr^^w RR5y 

sTTi^R^'ar’ #R^ an^ d’ 

anw^^ . 

arrRRRTRT RRRTRT 

aifTRWRtRT# 

» 

arr^FRTRjt 35R^ fRf^ Tl|t^ 

STTRfRRT 
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aTTRfartrr trtr arpR^wi'+R 

snTR wr 
anfNr <KRVii 1 
aTRlTR- snTPJmj 
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srnjqT^ 

cqr^T wm ^ €\ 


Your request caimot be considered 
Your request cannot be acceded to 
Over one’s signature 
Make best of one’s capacities 
At your convenience 
At your earliest convenience 
Acting in his discretion 

In compliance with your memo 
No 

As explained in your memorandum 

Emergency duties 

Emergency certificate 

Emergency commission 

Emergency cadre 

Emergency recruitment 

I^dical. change 

Drastic change 

We agree with ‘ A ’ above 

Income-tax free 

Refund of Income-tax 

Exemption from Income-tax 

Power shall vest in the Gommissioner 

Life insurance 

Life insurance policy, assignment of 
Within the purview of the Commis- 
sion 

Take up 

Health certificate 
Rebut the charges 

Deposition was explained to the 
accused and was attested by me in 
his presence 
Economic crisis 



srrfe **TnT 'Tfr 

3nfw 

snfW 'Hr4''9V^ 

vs 

3nf%^ Tilt 
arrfsr^ ^ 

5rrf«?^%f/fl5f?r^ 
sTT?^ sfif^^ri^ ^rrar 
srra^ 
aiTqTor 

3rr^-®Fn^ 

3rr=Rff 

STR# 

arfr ^r??jt 
sft^^ ^^rmrir 

3TT^RW3Tf^ 

sr??i?Tra' 

^E?Ka 

STR"^;^ 8* *t» 3 Tt| 

snRWF qlWT* 
tcTot 

STRWP* JTTSRT# STT^ 

. 3n”R?Rqf> 

SfRWF ’'TRW 

snw^^ WFFSt ^iTTRl't 

3nw^^ '^lecwiw 

WrS^ ^TWr ^FRWl^lWT^ 
snt^ fwRTw 3nt 

3n^<^ 


Forced by economic necessity 

Econmic uplift 

Pecuniary loss 

Economic rent 

Pecuniary loss 

Pecuniary interest 

Receipt and issue section 

Inward register 

Wind up 

Recurrent-non-recurrent 
Recurring grant 
Recurring expenditure 
Fulfil necessary stipulations 
As may be necessary 
Essential qualification 
Necessary steps should be taken 
Obligatory function 
Necessary action 
Returned after doing the needful 
For necessary action 
For favour of necessary action 
Needful has been done 
Quantity required 
Obligatory examination 
Essential supply 
Necessary report is still awaited 
Necessary draft put up 
Deem necessary 

Such action as may be deemed 
necessary 

May deem necessary 
For such actioii as may be necessary 
Application is covered by the rules 
Presentation of an application 



arrt^Tiwsrr fl%r jnrfrr 

srrt^ 

SfTtferUcT 

3in#icf 

sTTFrmr ^ 

arR=5im% trR 

3TT|qTT ^ ?fferOT 3rfwrcr 

<flrr% 

arm 

3n#T?rm 

snwr^’ftWTT 

5TT«w qrantPT anw anf 

sn#Tr^ TO 


Application mrm 
Prescribed foiriT of application 
Requisition for a form of application 
Application may be rejected 
Entertain an application 
Copy applied for 
r Hold in abeyance 
[Keep in abeyance 
Establishment charges 
Pay of establishment 
Drawing and disbursing officer 
fRaise objection 
[Take exception 
r Statement of objections 
[Objection statement 
Memorandum of objections 
Abstract of objections ' 

Objections have been dealt with 
Hearing of objections 
Returned with objection 
Challenged votes 


‘hi'>ral|r sjmf 

«IT«ldld 

5nfl3Ri+<til 

- f\ ^ 

WTrqfijmr 


Any other deduction 

Inter-alia 

In other respects 

Land assigned for other public 
purposes. 

Appreciation of building construction 
Upkeep of building 
Maintenance of building 
Warning circular 
On grounds of expediency 



^^TRT 




^FTT'nm^ 

Nii^^ ':}^^ *fl’t‘o6 

— --^— 

^It TO 

■^TETf ^3ft#^T 

arrfn 5^ ^nr^ 



^gf^ wra wr 

^3^ JRnT?t 
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• ^ • ■ sr g q f i: niav^ 

^3Sl^ 

>dd<^4l ^PTPT 
sidl % 4d d^ 

^ ' ^TT f ^ fto5 5r%w ^ wr 

?Po5^ *PR? 


Earnest deposit 
Earnest money deposit 


Act of God 


Said rule 
On the face of it 
For obvious reasons 
Claim of an obviously unsubstantial 
character 
Apparent reason 
Open secret 
Open risk 
Off take 

Good and sufficient reason 

For proper action 

Proper arrangement 

Of high standard 

Decided at a high level 

Of high standard 

Higher educational qualifications 

Superior service 

Refresher course 

Off take 

In descending order 
Extracts taken 

May I know, when the reply can be 
e3q)ected ? 

Latter part 
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Tfrcrt sn^ TTFw^^fw sr?^ 
%%3rr| 

^?fro1w^ jpTT'sm 

• • • - w ?frfiRr fn^ 

Trr?T5Fr 

Ptss^ 5RW^ 

'icM^Ml IWR 't><,j=(l 
^5cwt ^rm j 

^■•fTpKrr ^ snt%^ 

jrr^ 

^W'SPT 3f^?!i 3n| 

^3?Tr3Fr ’Tfwr 
^MT=[JT 

^ctfsrrarr 

^tP'T ^ftrr 
(•'?5niw4) 

%I?75t 3r4ft4jr ; 

f?T#^ 

■v??ErTs?T 

^Wd-iT WT¥ 'rn:. 'rr^q- 
W ^[TRot JTt# 

^Fitt 


Valuation of answer books 
Post audit 

Draft reply is put up for approval 
Await reply 

Draft reply is put up for approval 

Succession certificate 
Bounded on the north by — 
Passing standard 
Income bearing purposes 
Auction the produce 

Source of income 

Annual income from all sources 

Outturn is estimated at — • 

Cost of production 
Target of production 
Excise constabulary staff 
Festival holidays 
Zeal ^d energy 
e.g. {exempli gratia) 

Liberal interpretation 

Indifferent attitude 
Inauguration ceremony 
Perform opening ceremonies 
Aims and objects 

Statement of objects and reasons 
Referred to in the preamble 
Rationalisation of industries 
Decentralisation of industries 
Active habits 
Credit sale 
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■37Jftf^ irr^^ 
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^?cr?!®«r ^ri’rc'jy 
•■y'Tf^'-ff'^r sfiflRrn: 

^?q1w#!T TTF^r^ 

irsrrszrr ^^srra 
TTi’a^^^rr' srr^ 

^ fVr 

^q’fercfr ^ 

^aHTPr ^[i|IpciVl‘ 

OTHT 

3fiT^5T^ arrw 


Levy of cess 
Sub-clause 
Means of livelihood 
Sub-rule 

Subject to the provisions 
In accordance with the provisions 
Amount of leave enjoyed 
Sunk capital 

On the subject noted above 
Covering letter 
Above written obligation 
, Overwriting 
Overhead expense 
Above said 
Above cited 

Above mentioned ; mentioned above 

In the light of facts mentioned above 

Above said 

In view of the above 

Make available 

Available capital 

Adoption of bye-laws 

Modification of bye-laws 

Approval to bye-laws 

Sub-title 

As regards the points raised 
Directed to appear 
Fail to appear 
Attendance roll 
Attendance notice 
Dispense with attendence 
Implementation of measures 
Take steps 

Implementation of measures 



TOT 

s?#«RT^ irurarn 

s> 

g^^T^rRHY 'tmr 

^r^^^TfTHT sRfr vfipflr^ ^wrra’ 
anl 

g^T^rUT »T<?ft?r 

>a 

^7553 


Take steps 
Bilateral agreement 
Standing crop 
Merits of a candidate 
Selection of candidates 
Eligibility of candidates 
Candidates should be givoa to under 
stand that their appointment is oi 
trial. 

Unexpired portion 

During the remainder of the term 

On the contrary 

By return of post 

Cross examination 


^«rCT!Sft 


35%^ srt^ 

3r5?rw3 

3<r^na<3 


3%Trcr 3fTO 

'3^nT ^FcT^ 


^rffeRH-d 


J On the contrary 
[Per contra 
Pros and cons 
Specified qualifications 
Ratification of specified appointment 

Beyond the said period 

At the latest 
Late turn duties 
Hot weather charges 
OflScer on loan 




* Single transferable vote 
Ex-parte 

Unilateral action 
Consolidated or combined, return 
Consolidated fund 
Consolidated leave 




tT+M'#5r ^'14^ 

(T^r^sRnTirl 

STR j 

qqp^ ^ 

qsp^ t^PHTPr 

q5K«^4+¥q 



qspT ar'TWXTsg' 

tT^ ^Ttrra^ ^ 

q^ 5€flRxt j 

q^xRxfff^ JTt^jnrr 

q!prf^^f%q?r/’j^ 

qspT 'T^ q^TO’s^rq arrf^ 

iS^^iJTTJSft'" ‘<W®T 

I +<i'm 3ft# 

q^fqsrr arf^ 43iT 
q^xnn^^ 

\ 

q#t^ 

q^^jq^nrt#^ 
rr^im 
qs^'lftornT 
qOT q=aRT 
qa^#^ 
qa^ wft^r ^rqir 

q^ 'srrc 

qapflT ’T'^oi'W I aTT^T- 

q^ fqasap^ 
q^^ 

.q^ s^##t ^ 


Consolidated pay 
Consolidated fund 
Consolidated statement 
Unilateral action 
Ex-parte 

Identical case 

Uniform increase 
Uniform increase 
Identical scale 
Fari pasu 

Consider the ‘ norm ’ or ‘ norms 
At one stage 

CaU off duty 

Integrated plan 
Monopoly price 

This agreement made at cm 

between Governor of Maharashtra 

of one part and of the other part 

More than once 
In succession 

Unified scale 

Total employees 
Aggregate marks 
Cumulative effect 
Overall savings 
Grand total 
Strike a total 
Total incidence 

Appreciable portion of the total assets 
Total emoluments 
Aggregate value 
Cash under single lock 
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'^wsTTEqr 

»3C^r?rr 'kt^t ^T'fr ] 
^:^Twq’3rmfrmfFr • < 
^rarr </«{■! ^^ <i« ^^rFfir^^j 
sT^t rr^‘ — 


oixigle er.tsy system 
Single jountey visa 
la one^ good books, to be 
Accede to one’s request 
Place at one’s disposal 

Coniirmation in a post 

Not only — but also 





rrfk^ 


Contribute one’s mite 
Temporal affairs 


5TT^T?r ^ . ,. 

sfteJWq^ 

sft^ 


3TT 

As a matter of course 
Ideiitificaticn mark 
Identity card 
Certificate of identity 
Lack of identity 




3?r 




¥FTOr 3rr| 


Formal inquiries 
Obtain formal' sanction 
Formal approval is necessary 
Confer the status of a natural child 
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^5- ^q")Tr< 

— !frr4'^ ?fiq'<i snf'n’ 

— - ¥^rr: ■ ^5nTft'<iT?r 
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q^ wml 
q’^^m qr^ 
qrf^T^ ^rqrr 

ST. ^.-V3. . 


Raw material 
Rough copy 
Ephemeral roll 
Difficult situation 
Harsh treatment 
Severe action 
Will be dealt, with severely 
Enforce rigidly 

Bei}ig aggrieved by — 

Packed by ’ — 

Inviting your attention to — 
In ijiviting your attention to 
Hand over charge to — 
Please hand over charge to • 
and report yourself at — 
Have an access to — 

On deputation to — 

With due regard to — 

Will be attended to — 
Attention is invited to — 

• Place at the disposal of — 
Extension of contract 
Non-fulfilment of contract 
Conditions of contract 
Piece rate worker 
Contract supply system 
By no means 

Revert to a lower post 

Inferior service 
Fraudulent action 


^rqT?r s-trTT^ 

5F5Tr?y ^ 

^TiTH 5[T?3T 

3Trf«T^ 

^ ^nTT (5frr3rr2r¥^T ^) 

^ spNki w 
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eft 

^nmrRT 

— afvmrsrf^m 

— r ^T’^T STTT^ 
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Cut motion 
Maximum price 
Ceiling rate 
Maximum price 
Earning dependent • 

Dispense with 
Retrenched 'staff 
At least 
Fall short of 

Derogatory statement 

Fall short of 
Incidence of taxation 
Certificate of taxation 
Affecting taxation 
Purporting to be done 
It was considered desirable to — 

It hardly seems feasible or advisable 
to — 

In order to enable him to do 
Reluctant to do 
Indispensable for — 

Ineligible for — 

Please quote for — 

Pa}ment of taxes 
Evade the payment of tax 
Liable to pay tax 
Imposition of tax 
Provide for the levy of the tax 
Payment of taxes ' 

Exemption from tax 
Tax free 

Taxable income 
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Deed of covenant and indemniiy 

Enter into an agreeraent 

Agrcenicnt form 

Agi'octiicnt bond 

Execution of an agreement 

Agreement form 

Indentured apprentice 

For the covenanted services 

Contract in 

Breach of contract 

Contract out 

Extension of contract 

Non-fulfilment of contract 

Subsistence of agreement 

Execution of an agreement 

Due perfonnance of agreement 

Terms of agreement 

Conditions of contract 

Omitted to be done 

On compassionate grounds 

Raise a loan 

Works taken under loan programmo 
Sinking fund 
Loan register 
Repayment of loan 
Duty schedule 
>ATn fhe course of duty 
Dereliction of duty 
. Desertion from duty 

Discharge of duties 

Make defaults in performance 
duty 
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Duty certificate 
Sense of duty 
Desertion from duty 
Sphere of duty 
Duty burden 

Allocation of duties 

Nature of duties 
On duty 

Absence on duty 
Travel on duty 
Perform the duties 
Numerical Strength of staff 

Offence under Section is clearly 

established 

Rule framed under Section .... 
Claim deduction under Section .... 

In exercise of the powers conferred 
by Section .... 

Punishable under Section ..... 
Artistic merit 
Calendar month 
Calendar year 

Whatever may be the circumstances 
Explanation from the defaulter rnay 
be obtained 

At any rate; by any means 
Orders communicated 
This is to inform that — 

Papers do not appear to have been 
received 

Papers have been amalgamated 
Sitting over the papers 
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Pensioner shall have no access to — 
(document) 

Rearrange the papers 
Submission of papers 
Papers are sent herewith 
Papers should not be tossed for 
several days 

It appears from the papers that — 
Validation of papers 
Documentary proof/evidence 
Economy measures 
Strictly speaking 
Issue oustal order 
Transfer of assignmejit 
Facility of working 
Workable area 
f Conduct of busi3tcss 
f^Transact business 
Business hours 
Rules of business 

In course of business 

In the ordinary course of business 

Labour dispute 
Labour reports 

Requisite number of labourers 
Conditions of labour and amenities 
for labour 
Work in progress 

This may be returned when done 
with 

May be returned when done with 
Call off duty 
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Carry out 

Capable of executing the v^’Ork 

Speed up disposal 

Work day 

Load of work 

Evade duties 

Completion of work 

Assessment of work 

Nature of duties 

Cannot cope with the rush of work 
Working hours 

At any time during working hours 
Dislocation of wwk 
Priority given to the work 
On duty 
Oif duty 

Fit to resume duty 
Resume duties 
Call out on duty 
Join duty ' 

Absence from duty 
Detail for duty 

Efficient discharge (of furxtioiis) 
Law and order 
Lawful possession 
Legitimate purpose 
Violation of lav/ 

Legal advice 

Equal protection of law 

By law 

Duly constituted under law 
Incoiporated company 
Con^raIy^ to Jaw^ 

Ignorance of law 
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^ 'Tf^OTT 
W7.R feR ^TT 

fTRTft (against a person) 
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In confirmation 
Subject to confirmation 
Substantive post 

Substantive appointment 

Permanent resettlement 
Permanent travelling allowance 
You are called upon to sbow cause 

Show cause notice 
Cause and effect 
Elucidate the reasons 
Take action 
Actionable wrong 
Sentence of imprisonment 
Undergo a sentence of imprisonment 
Work schedule 
Continue to function 
Cause and effect 
Executive administration 

Executive authority 

Working capital 
Executive body 
Programme schedule . 

Implementation of progranmic 

Piiasing of programme 

.Rules of business 
Rules of procedure ■ 

FoEow' the. procedure 
Unifonnity in procedure 
Modus operands 
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^^pT4'*n-^ 
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^'Iq-^i^r (on a- file) 

'i^rq'srr^ 
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Charge assumption 
Assumption of charge 
Charge report 
Charge allowance 
r Charge relinquishment 
[Relinquishment of charge 
Report of relinquishment of charge 
Handing over and taking over 
• Take over charge of duties 
Resumption of charge 
Date of relief • 

Relief and joining report awaited 
Preparation of working plan 
Revise working plan 
Dealing hand 
Take action 
Stay of proceedings 
Proceedings be stayed 
Non-actionable receipt 
Quash the proceedings 
Vitiate the proceedings 

Paper under disposal 


Work sheet 

Work charged establishment 
Facility of working 
Place of business 
To the best of ability 
Advantageous for efficiency 
Efficient education 
Duty schedule 
Line of action 
Work order 
Execute work order 
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Implementation of — 

Wind up the office 
Office and fair copies are put up for 
approval and signature 
Head of office 

Office proposes 

Office procedure 
Office hours 
Office to take action 
■ Office to note carefully 
Office to examine 
Confined to office 
Office considers that 
Office order 
Official documents 
Office procedure 
Office expenses 
Office note 

I fully agree with the office note 
Office memorandum 
Exercise of functions 
Ex-post facto confirmation or revision 
Ex-post facto sanction 
Ex-post facto approval 
Time limit 
Out of date 
Lapse of time 
In course of time 
In any case 
On no account 
In cretain cases ' 

Proposals, if any 
In certain cases 
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l^R 

Bar to certain proceedings 
Entnistnient of certain Ainctions' 
Notwi.llistanding anything contained 
Notwithstanding anythpig to the 

contii^y 

After careful consideration 

Caretaker Government 
In course of time 
Slight ly affected 
Ibid 

Level of prices 
Fluctuation in prices 
Nucleus staff 
Minimum amount ' 

Minor irregularities 
Minor accident 
Sundry expenses 

Minor lapses and delinquencies 

Minor irregularities 

Petty construction and repairs 

Petty cash book 

It is for orders whether — 

It is for consideration whether 
Coat of anus 
Skilled labour 
May please see 

Kindly confirm and a copy may be 
furnished 

Kindly acknowledge receipt 
Return of file may kindly be expedited 
Due intimation may' please be sent 
Finance Department may kindly 
see for concurrence 
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Please put up a self-contained. 

suinmary 
Passed with grace 
R.S.V.P. 

Kindly direct them to this office 

Kindly permit 

May please see 

Kindly let me know ' 

Notes and orders at page may 

please be seen in this coBnectioB 
Agricultural income 
Agricultural year 
Agricultural colonisation 
Non-agriculturai purposes 
Centrally sponsored scheme 
Nucleus headquarters 
Centrally aided scheme 
Centrally assisted scheme 
Central assistance 

Acts done or purported tc be done 

Rendered ' service 

Income for services rendered 

Free on rail value 

AU-sea route 

By no means 

No action is necessary, iile 

f Has BO comments to make 
\ No comments to make 
Has no. comments to make 
. At random 
In any case 
Oh no account 
Without hindrance 
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By any means 
Allowed without any cuts 
Shall not be called in question on 
any ground 
Nothing shall affect 
Enforceable by any court 
In any case 

By any means 

Under the authority of any law 
Save as otherwise provided in any 
• law or rule 
On no account 
By any means 
In any foim 
Carte blanche 
Cash in hand of treasurer 
Treasury receipt 
Treasury and bank balances 
As per Treasury Compilation Rules, 
Volume I and II . 

Treasury strong room 
Tabulated statement 
As a matter of course 
Systematic work 
Out of turn allotment 
Gradual increase 
Serial list 

Numbered paragraph 
Next lower in order 

r Working partner 
[ Active partner 

Active service 
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Treasury receipt 
Dismissal of a ca^ 

Conduct the case 
Case fixed for — 

Case diary 

Register a case 

Institute prosecution 
Liable to be prosecuted 

Suit was barred by limitation 

Open the case 

Case adjourned 

Case is closed now 

Background of the case 

Please prepare precis of the ca 

Hearing of the suit 

Case papers 

Review of case 

Case is to be reviewed 

Facts of the case 

Abatement of rent 

Fixation of rent 

Broken period 

Enter into a bond 

>■ 

True copy 

Turnover of purchases 
Purchase money 
Economy of purchase 

Title by purchase 

within the budge 
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Expenditure is 
allotment 
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Incur expenditure 
Payment of expei - >es 
Regularity of expenditure 
Excluding. the ch'argc:> 

Transfer debit 
' Estimate of cost 

CoM^tvative estimate of the expenses 
Reconciliation of expenditure 
Calculate expenses 
Debit entry 

Reimbursement of expenses 
Propriety of expenditure 
Appeal is dismissed ^witfi costs ^ 

Debitable to 
For private use 
Leave on private affairs 
Private as well as public pla.^es 
Private donations and contribution 
funds 

Should be debited to — 

Write off an account 
Close an account 
Adjustment by transfer 
Ledger folio 
Ledger balance 
Borne on books 
On account payment 
Lower age limit 

Order of the lower court is upheld 


^TRf f Please issue the memo below today 

Bnkr SFiT#?? immediately and submit the file 

feRid ' As illustrated below 
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Delete the following lines 

As per details below 
Following paragraph 
Follovving vacancies should be kept 
substantively unfilled 
In the following manner 
Following facts 
Noted below 

The undersigned presents compli- 
ments 

Undersigned is directed that — 

Please see the undersigned 
Special accommodation 
As a special case 

Government are pleased to sanction 
as a special case the waiving of 
the leave salary and pension 
contribution 
Stuated growth 
Open access 
Open sea 

May be requested to clarify 
In detail 
Open tender 
Open general licence 
Open session 
Open market price 
: Overland journey 
it is regretted that — 

Working capital 
False charge 
Fabricated evidence 



Calculating machine 

STTpJT ^ Calculations and rates checked 

, Calculation has been duly verified 

^FhjdT ^ If quorum is not available 

7r=|-^qf;f|<v») - Compare. with the corresponding 
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forecast of the preceding year 
Serious allegation 

•Show cause why serious action should 
•o • 

not be taken 

Grievous injury 

Seriously noticed 

After giving a serious thought 

Serious thought 
Grave disorder 

Comply with the requirements 

As per need 

Implied acceptance 

Mortgaged property 

Lost property 

Solemnly affirm 

Having solemnly resolved 

Redress grievances 

Ventilate one’s grievances 

Overwriting 

Merits and demerits 

Quality control 

Order of merit 

Merit certificate 

In order of merit 
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Decide on merits 
Consider on merit 

Percentage of marks 

Qualitative distribution 
Order of merit 
In order of merit 
Merits and demerits 
On merits 

On merits he has no case 

Ratio chart 
Intricate matter 
Complicated problem 
Intricate matter 
Criminal tribes settlement 
Detection of crime 
Secret cover 
In camera 
Secret instructions 
House building advance 
Read Government Letter, Home 

Department, No dated. 

Hypothetical house rent allowance 
Take for granted 
Hypothetical question 
Act of misconduct 
Undue delay 
Undue influence 
Undue benefit 
Undue influence 
By undue influence 
fUnreasonable delay 
Undue delay 
Undue interference 
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Godown delivery 
Confidential remarks 
Confidential record 
Confidential, report 
Confidential remarks 

Minor irregularities 

Minor head 
Catalogue pf books 
Affected area 
Take up 
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Sequence of events 
Constitutional objection 
Constitutional reform 

5^rpOTT 


For spot enquiry 

qe<i-<tl 1 

Date of occurrence 


Depreciated value 

g«f«r 

Intimate connection 

^Twnr 

Domestic service 


Domestic purpose 

wr arfiriT 

House building advance 

^ront ^iiraT 

House rent allowance 


Deteriorating situation 

"eRnTT 

Depreciation charges 

^r^i^ f%TRr 

Wholesale price 

mm€t ^ 

Subversive activities 

%3;;f ^tJTpzn^rCt^ 

Per bearer 


Extracts taken 
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Competitive examination 
Grant of leave on |th pay 
Quarter average 

Leave on quarter aveFage salary 
Piease.discuss 

During the course of discussion 
Currency exchange 
Devaluation of currency 
Insist on — 

It is unreasonable to insist on — 
Make use of — 

Take possession of — 

•Excludiilg the cost of — 

Bail for good conduct 
Abstract of — 

Test house 
Test check 
Tact and discretion 
. As a result of with the result that 
^Consequent to — 

Excluding the cost of — 
Introduction of — (a reform) 

Avail oneself of — 

In quadruplicate 
Character roll 
Character certlhcate 
■ In operation 
Continuing guarantee 
Running contract 
Introduction of — (a reform) 
Running contract 
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Current expenses 
Current account 
Bills, running account 
Carry on 

Continuing concessions 
Current deposits 

- - Live register 

^ Whether the Uve entries are watched 
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/File in play 
\Currentfile 

Current demand and recoveries 
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TO aiTOrt TOWTOT Provision exista in tie budget for 




incurring this e^)enditure during 
the current year ' 

Current academic year 
Status quo 

In exercise of — 
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In consultation with — 
Deal in — 

In consultation with — 
Theory and practice of — 
Is entitled to — 

By lots 

Lasting monument 
Take care of — 

Please quote for 

Offensive expression 

May take cognizance of 

Deal in 

Acknowledge receipt of — 
During the pleasure of — 
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Place an order for — 

Exemption from — 

With due regard to — • 

Please take a special note of — 
Personal file of — 

Under hand and seal of — 
Exemption from — 

Beg to be excused for — 

Paid and cancelled 
Paid and checked 

Erroneous views 

Mistake is regretted 

In case of failure 

Rectify the mistake 

Errors and omissions ejccepted 

El supersession of — 

Complied with 
In response to — 

Excluding the cost of — 

In contravention of — 
Implementation of — 

I do not see any reason to — 

In token of — 

In token of having scrutinised — 

In compliance with 
For carrying out the purpose of — 
Compilation and publication of — 
Abstract of — 

Enquiries made reveal that — 

For enquiry and report 
Conduct enquiry 
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Cost of enquiry 
Proceedings of the enquiry 
Court of inquiry 

Enquiry should be completed and 
report submitted without delay 
Vitiate the enquiry 
In addition to — 

Within the jurisdiction of — 

Rest with — 

Subject to — 

Approved subject to — 

Under instructions from — 

In compliance with 
In consonance with— ; in conformity 
with — 

In pursuance of — 

In course of— ; in cojitinuation to 
this — 

r In accordance with — 

[In terms of — ; in pursuance of — 
According as — 

In anticipation of — 

In default of — 

In furthereiice of. — 

Come in the way of — 

On grounds of — 

By virtue of — • 

Since the inception of — 
Contravenes the provision of — 

In the presence of — ^ 
f Instead of — 

\ln lieu of— ; in preference to~ 
In course of — 

In possession of 
In orderto — 
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On grounds of — 

Government are pleased to approve 
of your proposal for the purchase 
of — at a total cost not exceeding 

Rs. . . . . 

At the expense of— 

In lieu of — 

Substitute the following 
Shall be substituted for — 

In modification of — 

On behalf of — 

Appear on behalf of — 

As against — ■ 

Subject to the claims of y 
f in the interest of— ; in view of — 
|ln the li^t of — 

By means of ; through the agency 
On the lines of — 

In the capacity of 
fin the name of — 
l^In favour of — 

Meet the exigencies of — 

Under the control of — 

Agree to the appointment of — 

As interpreted by 

Agree to the appointment of — 

Within a radius of — 

In terms of — 

Continued from — 

In support of — 

As against — 

In preference to — : 

In anticipation of — 

In the event of — 
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By authority of 

In order to — 

In defence of — 

/ In collaboration with — 
[Together with — 

In favour of — 

In respect of — ; with respect to 
1 As respects 
, In respect of — 

In relation to — 

In matter of — 

As per opinion of — 

In the opinion of — 

In aid of — 

Incorporated within/in — 

To the extent of — 

In succession 
By way of — 

Through the agency 
In disguise of — 

On account of — 

In disguise of — 

On behalf of— 

Contrary to — ■ 

Evoke against — 

Vis-a-vis 

I "In matter of — 

In relation to — 

As regards — 

In regard to — 

At the time of — 

Beyond the scope of 

Derogate the powers of 

In addition to — ^ 

Other than — 
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rwith reference to — 

[In the context of — 

This is with reference to — 

On the analogy 
r As regards — 

--j In relation to — 

[with regard to — ; apropos 
Charges for tlie services rendered in 
connection with — 

Pertaining to — 

In connection with — 

1 1n regard to — 

^ With regard to — 

Submission regarding — 
f In the presence of — 

\Vis-<j-vis 

On the expiry of — ‘ 

Before the expiration of — r 
Please appear in person or through 
an agent before — 

Indicated against — 

In defence of ^ 

In consonance with — 

Together with — 

With the concurrence of — 

In collaboration with — 

Inclusive of — ; accompanied by. — 
At the instance of — 

In :Qrddr to — 
f For improvement of — • 

[For the betterment of — 

Appended to — 

In the nature of — 

Place at the disposal of — 

Rest with 
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In the interest of — 

With a view to — 

Within the jurisdiction of 


Wound and injury pension 

Deadstock 

Deadstock register 

Movable and immovable property 

As if 

Census book 
Tribal area 

‘ Member of the public 
Statistics of births and deaths 
Transportation for life; life imprison- 
ment 

Life convict 
Birth date certificate 

Forfeit to Government 
Forfeiture ' ordered 
Hold responsible 
^Apportionment of responsibility 
Absolved of the responsibility 
Abnegation of responsibility 
Carry responsibilities 
Abstract of receipts and expenditure 
Classification of receipts and expen- 
diture 

Receipt and disbursement 
. Advice to transfer debit/credit 
Memo of receipts and expenditure 
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Accounting procedure for recei pt 
and expenditure 
Security deposit 
Security bond 
Credit entry 
Receipt register 
Settlement of land revenue 
Settlement instructions 
Credit head 
Requisition of land 
Resume lands 
Land charges 
Arrears of land revenue 
Release of land 
Transfer credit 

Bill to be paid by transfer credit 
Classified abstract of receipts 
A.S soon as practicable 
Leave at credit 
Amount of leave at credit 
If any 

In excess of the requirements 
Express delivery 
Area under irrigation 
Catchment area 
As and when 
As it stands 
Abolition of post 
Recruitment to posts 
Reserv'ation of seats 
Resignation of post 

On the premises 

Materials at site accoimt 
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v^ lcTl^ 
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Lien on post 

Should be given to understand 
Knowingly and unlawfully 
Communal roster 
Communal representation 
Castes and creeds 
In person 
Hear in person 

Appear in person or by pleader 
Personal attention is required 
Appear in person . 
Communal bias 
Over estimate 


'^r<! Excess profit 

Extraordinary meeting 

^^frfipTrsr fWR Tfff Liability of the surety sliall not be 
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impaired or discharged 
Released on bail 
Admit to bail 
Surety bond 
Remain in force 
^ Despatch register 
^ Issue register 
L Outward register 
As nearly as practicable 
As nearly as possible 

Advertised post 
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In public 
District shelter 
With great risk to life 
Struggle, for existence 
Standard of living 
Vital statistics 
Surviving children 



•s ^ *^ / r 

imft ^ 

- -•V - » 

^Fznsi^ 

^JJTTSPff — ^ Hfr«SITRf ITT^ 3!T| 
5iTi'-wrr jirrsqT 
^■Tpari cnrsrr 'off^^^rtrc 
wpre^ 5;rre5T snt wr Rf^ 

^ij’ssfr^ grfr+'r^ 
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Out of date 
Assembling and testing 
Insofar as 
So much ... as 
Hazardous act 
Linked file 

See my note in the linked file 
So long as; as long as 
Insofar as 
f Insofar as 
[Inasmuch as 

Whereas it is expedient to — 

At one’s option 
At one’s risk 

Conduct of civil litigation 
which Government is a party 
Seniormost officer 
Order of seniority. 

Seniority list 
Calculation of seniority 
Regulation of seniority 
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Loss sustained 
In case of — 

Wear and tear 
Demarcation by flags 
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TjT)ographical error 
Per cent 
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Dsductioa at ... per cent 
Under certificate of posting 
Avoidable delay 
Lock-out 

Needs no conxiuents' 

For comments 

For favour of comments 

Nota bene 

Pseudonymous application 
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As determined 
Move a resolution. 
Fixed contingency 
Fixed price 

r Contract contingencies 
[Contingent charges 
large! fixed 
Salient points 
Firm action 

Make an assertion 

Incorporated at — 

In order 
Fair comment 
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supervisin, 


staff 
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maintained 

Number of education and propa- 
ganda staff maintained 
In lump sum 
Redeem in lump sum 
Lump sum 
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Registered letter 
Postal address 
Delivery book or form 
Postal stamp 

Post office cash certificate 
Post and Telegraph and Pablic 
Call Offices 
Postal insurance 

Postal insurance and life annuity 
funds 

Communication addressed by mail 


Glaring mistake 
Gross profit 
Gross suoi/amount 


Ibid 

Error of principle 
Corresponding entry 
Corresponding revenue head of 
account 

Easements annexM thereto 
Construe accordingly 
Accordingly it has been decided 
Ad hoc Board 
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/zi>c Committee 
Ext-rmeou^ matter ' ' 

With details 
In detail 

Detailed estimate 
Detailed mvestigaition 
Detailed evidence 
Detailed estimate 
Detailed description 
Checked by — 

Check measurements 
Checked and found correct 
Examined and countersigned 
Subject to the provisions 
In accordance with the provisions 
Floating debt 

It will be highly appreciated 

As surmised 

Fallacious argument 

In like manner 

In the same manner 

Hoping to be excused for the trouble 

Shall. have the same effect 

Shall continue to be such 

In default of 

Adjournment motion 

Treaty obligations 

Foot note 

Warning circular 


Issue urgent reminder 
Urgently required 
Immediate action 
' Immediate ' slip 

TTsr^fPR^ Forwarded for immediate compliance 

^ . 
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For ready reference 
Copy enclosed for ready reference 
Issue mnnediate reminder 
Provisional order 
As a temporary measure 
Tentative programme 
Tentative draft 
j’Temporary appointment 
f Provisional appointment 
For the present 

Hold a post in provisionally substan- 
tive capacity 
Temporary headquarters 
Temporary relief 
Provisional confirmation 
Continuance in temporary vacancy 

Technical qualifications 
Technical error 
Technical defects 
Technical sanction 
Matter of technical nature 
Vexatious proceedings 
At once 

Please reply forthwith 
Dated signature 
Caution money 
Transfer by pledging 
Secured advance 
Exercise due discretion 
Telegraphic message 

Service from. . . ,to verified from 

the office copies of the pay bills and 
found correct 
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Postal copy of the telegram in 
confirniation 

Issue telegraphic instructions 
Balance sheet 
Of. the like amount 
It will not constitute any interruption 
of service 
In triplicate 
Achievement in — 

Acute shortage 
Breaking point 
Deficit budget 

Deficit area 

For gross negligence on your part 
You are suspended from duty 

Comparative statement 
Data for; comparison 
Equivalent post 
Shortage written off 
Make good deficiency 
Should be met from — 

Discharge from — 

Circunwtances exist which render it 
necessary 
Then and there 
Of the like amount 
Recovery of loss 
Verbal statement 
Oral agreement 
Verbal statement 
Oral evidence 
Subject thereto 
Under the rules thereunder 


^TTEHT Government Resolution of even No. 
and date 
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c^PCcT ^acft 
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sr^RTJT qrot 


Continuance in a post 
In the same v/ay 
Vice versa 

In the same manner 
Instantaneous action 
It shall be construed 
Case may be heard and determined 
in liis absence 

Immediately preceding 
On or after that date 
Part thereof 

It has since been decided that 
He may by law determine 
Made in that behalf 
By virtue of higher start given 
to him 

On such terms and coiiditions as 
he thinks fit 

For the time being in force 

Bill then pending 

For the time being in force • 

In reference thereto 

Third party 

Tripartite agreement 

Quarterly return- 

Triennial report 

Early reply will be appreciated 

Summary investigation 

Accelerated promotion 

Quick disposal 

Please expedite compliance 
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Classification ofi ovcrdiies by period 

Interest overdue 

Arrears of tax 

Loans overdue 

Clearance of arrears 

Arrears statement 

Arrears of posting 

Keep pending 

Direct approach 

Through journey^' 

Direct approach 
Briefly the proposal is that 
Detention charges 
Stay order 
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?^Ti%^rRw 
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Take cognizance 
Cognizable offence 

Cognizable and non-cogndzablc! 
offences 

Criminal trespass 

Criminal breach of trust 

Remmission of fine 

Withdrawal of magisterial powers 

Voted/noh-voted expenditnre 

Adoption deed 

May be filed 

Schedule of rates 

Per capita 
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Capitation grant 
In the mean time 
Disparity in rates 
Bearer cheque 
Deposit at call receipt 
Face value 
Demand draft 
By beat of drums 
Decennial census 
legalise documents 
Attestation of documents 
Exemplary punishment 
Means of communication 
Efficiency bar 
Crossing of ejfficieney bar 
Certified that 

There is plenty of evidence to show 

Liability register 

Full discharge from liability 

Renounce a claim 

Claim accepted 

Consideration of claims 

Hearing of the suit 

Cause of action 

Failure in a suit 

Day by day 

Undated cheque 

Not later than — 

Action taken on — 

Bill cashed on — 

Bill disbursed on — 

As it xStood on — 
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Dated signature 
Excess payment recovered 
Day by day 
Civil proceedings 
Notice of civil suit 
Civil lunatic 

Bankruptcy and insolvency 
Misleading statement 
Long term lease 
Long term plan 
Dilatory motion 
Aggrieved party 
Aggrieved person 
Double dealing 
Subordinate office 
Secondary unit 
Subordinate service 
Appointments to the subordinate 
services 
Malafides 
Scarce currency 
Hard currency 
Should be. ignored 
Explanation for misuse and 
mi sappropriat ion 
As amended 

Draft as ameiidcd is put up for 
approval 

Issue as amended 
Duplicate copy 
Per contra 

Cash under double lock 
Double account 
Speak on phone 
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Absolute conviction 

In confirmation 

Visual lest 

Orders passed 

Leave due and admissible 

Sum payable 

Amount of leave due 

Fall due 

Emigration and expulsion 

Inland waterways 

Deputation abroad 

Day to day administration 

Daily routine 

Diary register 

Daily report 

Daily allowance 

Daily earnings 

Daily wages 

Daily diary 

Please diarise 
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Act of God 

Majority of not less than two-thirds 
Holiday cannot be interposed between 
two periods of casual leave 
In duplicate 
Both days inclusive 
Defect or irregularity not to vitiate 
proceedings 
Framing of a charge 
Charge sheet 
Tour programme 
Absence on tour 
Journey on tour 
Pecuniary loss 
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Monetary grant 
Care of 

Constituted by — 

Duly signed by — 

With the compliments of 
Attested by — 


Remit by money order 
Draw a cheque 
Encashment of cheque 
Under duress 
Deter from duty *- 
Consolidation of holdings 
Hold a lien 

Transfer a lien from one post to 
another 

Lien means the title of a Govern- 
ment servant to hold substantively 
a permanent post, including a 
tenure post 
Period of tenure 
Conditions of tenure 
Religious endowment 
Washing allowance 
Danger zone 
Policy decision 
MattCT of policy 
Half masting of the flag 
Presentation of colours 
As hinted 
Implied acceptance 
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Nine-monthly estimates 

Nine-monthly expenditure statement 

Nine-monthly estimates 

Veto power 

Plans and estimates 

As determined 

Municipal funds 

Municipal administration 

Municipal Govermnent 

Municipal area 

General municipal budget 

Town area 

Without fail 

Invariably mentioned 

Through oversight 

Bring to notice 

Post review 

Latter part 

Subsequent compilation No. — 
Subsequent action 

Consequent posting 

At a late stage 
Aftercare programme 
Margin of profit 
Profit and loss account 
Unalterable decision 
Sample survey 
Typical instance 
Model indent 
Illustrative list 
Specimen signature 
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Renewals and repairs 
Fall due for renewal 
Put up a new draft 
, Fresh receipt 

Case is remanded for fresh disposal j 
further report 

De novo 

Renewal of demand 
Dishonoured cheque 
Acquisition of citizenship 
Certificate of naturalisation 
Urban industries 
Civil employ 
Civil posts 
Civil employ 
Urban areas 
Coinage account 
Pauper costs 
No claim agreement 
Not in order ; out of order 
No due certificate 
No profit no loss business 
Non-selection post 
N on-refundable amount 
No payment certificate 
Order cheque 
Fill up by nomination 
File a nom nation 
Contingencies invalidating the 
nomination 

Appointment by nomination 
Pending appointment by nomiaation 
No demand certificate 
Strike off the name 
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Propose or second a nomination 

Admiralty jurisdiction 

Debitable to 

Debit entry 

Debit head 

For destruction 

Disproved charge 

No objection certificate 

In the near future 

Next of kin 

' Next below ’ rule 

Promotion under ‘ next below ' rule- 

Immediately prior. 

Immediate superior 
Imminent danger 
Close co-operation 
Declaration of result 
Decision of disposal 
For disposal 
Treasure trove finds 
Treasure trove 
Dead loss 
Body corporate 
Incorporated company 
Matter of a routine nature 
Bring to notice 
At least 
As directed 
Availability of funds 
Allotment of funds 
Shall be merged into funds 
Clearance list 
Unbiased opinion 
List of invitees 
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Downgraded 
Regular establishment 
Periodical check up 
Periodical allowance 
Periodical return 
Periodical statement 
Tabulate periodical returns 

Fixed deposits 

Before due date 

Please comply before due date 

On due date 

Before due date 

Fixed price 

Cancellation of allotment 
Superannuation pension 
Cancellation of allotment 
Allotment order 
Fixed pay 

Ordinary general meeting 

Age of superannuation 

Causes beyond control 

Controlled distribution 

Rules and regulations 

Implementation of rules 

Clearly and strictly admissible under 

rule^No 

Asa rule 

Rule making power 
Under the ruki laaking power 
fNot in order 
^Out of order 
Application of rules 
Relaxation of rules 
Implication of rule 
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Spirit of the rule 
Implication of rule 
Implementation of rules 
Codification of rules 
Simplification of rules 
If the rule is thus amended 
Under rule ; in order 
Admissible under rule 
Regular permanent 
Regular temporary 
Regularly settled 
Governing body 
Appointing authority 
Combination of appointments^ 
Certificate of appointment 
Qualified to be appointed 
From various aspects 
Absolute acceptance 
Void contract 
Shall be void 
Inspecting authority 
Inspection note 
Inspection book 
Inspection report 
Inspecting authority 
Defined purposes 
Suppressive treatment ' 
Vatedktory address 
Issue rate 
Ratio decidendi 
Implementing the decision 
Decision shall be conclusive 
Pronounce (a decision) 
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Abide by the decision 
Independence of judgment 
Deciding vote 
As determined 
Affirm the decision 
Conclusive proof 
Casting vote 
Hold to be conclusive 
Will be held to be conclusive 
Referred to 
Make a reference 
Djcket sheet 
Index card 

Assessment and re-assessment 
Assessment order passed 
Determined action 
Laid down procedure may be 
followed 

Liquidated damages 
Determined action 
Manufactured articles 
Write off 

Power to write off 
Interpreted and admitted correct 
Evacuee property , 

Subsistence grant 
Economic holding 
J Cost of living 
[Maintenance charges 
Compensatory cost of living allow- 
ance 

Maintenance allowance 
Subsistence allowance 
Living wages 
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Ostensible means of subsistence 
Unquestionable right 
Under suspension 
Place under suspension 
Keep in suspense 
Suspended lien 
Suspense account 
Suspense head of account 
Please frame charge-sheet with 
statement of . facts against the 
suspended person 
Selecting authority 
Select list 

Appointment by selection 
Recruitment by selection 

Number of disputes settled 
Curative treatment 
Dwelling houses 
In habitable condition 
Housing colony 
Housing accommodation 
Class of accommodation 
Opening date of tender 
Tender rates 

) Received Rupees (Rs ) 

only, being the cost of tender form 

Notice inviting tender 
Invite tender , 

Issue calb for tenders to .the 
contractors 
Acceptance of tender 
D ae date of tender 
Leave preparatory to retirement 
Formal application for pension 
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Pensionary charges 
Commutation'of pension 
Allocation of pensionary charges 
Permanent pensionable post 
This is to report that 
Accuracy of statement 
Net work 

Amount (net) payable 

Net amount payable Rs 

Net amount 
Net weight 

Please state detinito .reasons 
Note of protest 
Under protest 
Draw conclusion 
Sleeping partner 
Faithfully done 
Abide by the rule loyally 
Oath of allegiance 
In case of failure 
Abortive efforts 
Without any hesitation 
Express acceptance 
By all means 
Course of nature 
Vested interest 
Decent standard of life 
Compensation for damage 
Fay damages 
Appeal is filed by — 

Provided by — 

On relief by — 

Declaration' made^and subscribed by- 
Ledgered by — 



Checked by — 

Formulated by — 

Provided by — 

Compared by — 

Declaration made and subscribed 
by- 

Initiated by — 
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Bound by — 

Prejudiced by — 

No exact precedent is available 
Irrespective of the dates of appoint- 
ment 

Certificate of appointment 
Disqualification for appointment 
Moderate views 
Formulated by — 

Subscribed by — 

Usual action 
Normal work 
Normal loss 
As usual 
Handled by — 

Moral turpitude 
Moral obligation 
Casual employment 
Casual leave granted 

Casual vacancies 

Natural calamity 
Termination of employment 
During the course of employment 
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Service of notice 
May be recorded 
Appeals to be entered 
Registration mark 
Certificate of registration 
Cancellation of registration 
Application for registration 
Mutation proceedings 
Enter in register 
Renewal of registry 
Entries checked and verified 
Please reconcile the discrepancy in 
the entries 
For record 

Administration of justice 
Judgment is not in rhyme with the 
facts 

Pronouncement of judgment 
In conformity wdth judgment 
Medico-legal examination 
Justice, equity and good conscience 
Judicial service 

Separation of the Judiciary from the 
Executive 

Contempt of court . 

Judicial enquiry 
Judicially interpreting 
Quasi-judicial 
Just and reasonable 
Just ground 
Rightful heir 
Make good deficiency 
Condone a deficiency 
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Hard and fast rules 
Final bill 
Confirmed report 
Leave with, pay 
Quinquennial report 
May be verified! 

Verified copy 

Verified and found correct 
Annual solvency certificate 
Solvency certificate 
At flag ‘X’ 

Precis at flag explains the 

points at issue /case 
Vide letter number 

Please refer to letter No. 

Correspondence should inavariably 
be routed through the usual channel 
Channel of correspondence 
Text of the correspondence 
Joining time 
Joining date 
Joining report 
f Incumbent of the post 
i Holder of a post 
(^Incumbent of an office 
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Hold an office 
Abolition of post 
Charge of office / post 
Disabled from performing th* duties 
of the office 
Termination of post 
Ex-officio 
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Vacate office 

Declaration of acceptance of office 
Prefer a belated claim to the post 
Resignation of post 
Requisition for advertising a post 
Equivalence of posts 
Oath of office 
Upgrading of posts 
Classification of posts 
/Tenure of office 
/Term of office 
During the terra of office 
Reduction in office rank 
Cease to hold office 
Lien on post 
Removal from office 
Eligibility for a post 
Posts and services 
Recruitment to posts 
Reservation of posts 
Promoting authority 
Condition precedent to promotion 
Lay down a maimer 
Systematic work 
Negotiable instrument 
Public holidays under the Negotiable 
Instruments Act 
Negotiable receipt 
Back in possession 
Loans due for repa3aseiit 
Refund applicable 
Return journey 
Return due on ... . 

But not exceeding .... in any case 
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Foreign exclunge 
Foreign Government 
Traditional practice 
Absolutely necessary 
Absolute visual acuity 
Treaties, agreements and conventions 
with foreign countries 
Registration of foreigners 
Admission with permission 
Seek permission 
Fordgn senuce 
Deputation to foreign service 
Inter se 

Mutual agreement 
Contradictory statement 
Conflicting views 
Contradictory statement 
Reciprocal help 
To the best of j udgment 
Assess to the best of one’s judgment 
Basis of calculations 
Letter of introduction 
Cease to have effect 
With the result that 
Consequently it has been decided 
that — 

Scrutiny and checking 
Attention is invited to circular 
No. .... dated .... 

File of circulars 
According to usage 
Consummate skill 
Completion certificate 
Corroborative evidence 
Quantity and quadity 
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Maintenance grant 
Maintenance and repairs 
Maintenance charges 
Commuted leave 
Enlarged jurisdiction 
Transport charges 
Probation officer 
Probationary period 
On probation 
Probationer officer 
Work out cost 
Estimate of cost 
Bill of costs 

Cost Insurance and Freight (C. I. F.) 
value 

Order in council 
Convene conference 
Convenor of a conference 
Circumstantial evidence 
Aggravate the situation 

Appreciate a situation quickly and 
accurately 

Under the stress of circumstances 

Examining authority 

Give a trial to 

Examination fee 

Audited statement of accounts 

Result of examination 

Medium of examination / instruction 

Proficiency in examination 

Admission to an examination 

Tourist ticket 

Correspondence ending with 

Case should be kept pending till — 
Sujwrvision charges 
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Please put up alternative proposals 
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Provision of alternative arrangement 
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First information report 

TTSsraKi’ qq# 

Irrigation works 


Irrigation revenue 


Area under irrigation 
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Orders issued 

qrsq^ ^ ^ siqiT«T 

Main case which is under issue 
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Deficiency in remittances 
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Catchment area 
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Water rates 

TTwr wwq . 

Certificate of eligibility 
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Acquittance roll 
Receipt book 
With effect from — 

Resulting from — 

Immune from — - 
Accruing from — - 
Resulting from — 

Continued from— 

Seen, file with previous papers 
Seen, thanks 
Seen, file 

Seen and returned 
For perusal and return 
Seen and passed on to Depart- 

ment 

Fortnightly report 
Fortnightly verification 
Fortnightly report 

Analysis and valuation of the crops 

Aggrieved party 

Aggrieved person 

Bring forward 

Further investigation 

Further orders will follow 

Until further orders 

For further action 

Without any further reference 

Following paragraph 

Await further r^ort 

As follows 

Await further comments 
Not payable before the 1st of the 
next month 
Bring forward 
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Total brought forward 
Carry forward 
Carried over 
Total carried over 
Onward despatch / transmission 
For onward transmission 
Order in revision 
Recalculated retail rate 
Fixation of pay on re-employment 
Area comprised in the pre-reorga- 
nisation State 
Reappropriation statement 
It may be added that — 
Re-examined and formd correct 
Issue as redrafted 
Onward despatch /transmission 
Cutting of supply 
Continuity of supply 
Area of supply 
Prescribed scale of supply 
Conditions of supply 
Interruption of supply 
Please adduce evidence 
For sufficient reason 
After adequate consideration 
Adequate data 
After, adequate consideration 
Sufficient cause 
Adequate r^resentation 
At a late stage 
In confirmation 
Book value 
Book adjustment 
Book adjustment slip 



TTFTflft 

yf 5ia r wi<l ■ii^ui ^ 
giiRr: srw si^: 

JWlfuid' 1%«N< tt r ’;m ' i^ ' 
3n%^ 


Book-balance 
Supplementary grant 
Supplementary budget 
Supplementary question 
Supplementary demand 
Supplementary indent 
Supplementary appropriation 
Guarantee given in all solemnity 
Assume plenary responsibility- 
Wholly or partly 
Passed on fully vouched bills 
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Grant of full pension 
Fully paid up 
Perfectly in order 
For doing complete justice 
Carte blanche 
Maternity leave on full pay 
Thoroughly satisfied 
Retiring pension 
Absolute acceptance 
Whole number 
Foregoing provisions 
Without prejudice to the generality 
of the foregoing provisions 
Biased opinion 
Unbiased opinion 
Open mind 

Verification of antecedents 
Please put up precedent 
Antedated cheque 
Previous sanction 
Prior approval 
Without previous approval 
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Restrospective effect 
With retrospective effect 
Apply with retrospective effect 
Pre audit 
Foregoing note 
History sheet 
Previous consent 
Status quo ante 

Trace out the previous papers and 
put up 

Past and current prices 
Corresponding post in the’ former 
State 
As before 
As aforesaid 
Aforesaid rule 
Under para — ibid 
Aforesaid circumstances 
. Please put up precedent 
For precedent please see — 
Severally and jointly 
Distinct subject-head 
Endorsement No. 

Endorsement put up for signature 
Not exceeding a period of — 

Not more than 
Not exceeding a period of 
Not less than 
Betting and gambling 
Misappropriation of money 
Defalcation of money / stores 
Withdrawal form 
In proof of the payment 

Order for the payment of money 
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Acknowledgement card 
Acknowledgement due 
Issue by registered post acknovsdedge- 
ment due 

Please acknowledge receipt 

Acknowledgement letter 

Draft acknowledgement letter put up 

Approach road 

Receipted chalan 

On receipt of 

Delivery order 

Delivery register 

Sub-s^tion 

Sub-tenant 

Maintaiance charges 

Maintenance suit 

Adoption of byelaws 

Approval to byelaws 

Sub-tenant 

Sub-lease 

Sub-letting ^ 

Clothing and equipment 
Clothing allowance 
How the matter stands 
Hush up the case 
Case fixed for — 

Case diary 
Register a case 
Case register 

Case sheet and history sheet 
During the pmidency of the case 
Case file 

Matter is under consideration 
Item by item 
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Openthe case 
Case adjourned 
Case is closed now 
Synopsis of the case 
Background of the case 
Please put up case file 
Synopsis of the case 
Please prepare precis of the case 
Case papers 
Merits of the case 
Having regard to the merits of the 
case 

Reviev/ of case 
Case is to be reviewed 
As the circumstances of the case 
may require 

Put up with connected case papers 

Revive the case 
Matter is under consideration 
Cases should be dealt with promptly 
Disposal of cases be expedited 

Final date of release 
Advanced course 
Mass production 
Copy ready on — 

Copy issued on — ■ . 

Grant copy 
Quality control 
Adverse effect 
Adversely affected 
Adverse remark 
Remarks of adverse nature 
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In representative capacity 

Countercheck 

Deputation allowance 

Deputation period 

Preventive measures 

Facsimile signature 

Copied by 

Reporting officer 

Write up 

Capitation grant 

Countervailing duty 

Tantamount to contradiction 

In a dignified manner 

Cross reference 

Countersigned contigencies 

Validity of declaration 

Obtain declaration 

Solemn affirmation 

File an affidavit 

Make an affidavit 

Waiting charges ^ 

Await papers 

Keep in await 

Await cases 

Waiting list 

Actual and probable expenditure 

Actual cost 

Directly or indirectly 

Direct expenditure 

Physical check 

Actually employed 

Actual cost 

Concrete cases 

Actual travelling expenses 
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Practical training 
Direct approach 
Based on actuals 

Depends upon circumstances of 
each case 

Mentioned against each 
Bills, first and final 
Bills, first and running 
In the first instance 
Prima-facie 
Prrma-facie eligible 
Prima-facie case exists 
First information report 
First aid 
Tendered vote 
Payment order 
Mode of payment 
Refund of payment order 
Advice of payment 
Passed for payment 
Objection to payment 
Major head 
Proforma accounts 
Proforma adjustment 
Strong opposition 
Sphere of influence 
Shall take effect 
Incorporation of vouchers 
Standard form 
Standard register 
Certificate be amended 
Duplicate certificate 
Specified in the certificate 
Standard form 
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Standard rent 
Please quote authority 
Standard specification 
Requiring no proof 
Normal loss 
Abnormal loss 
Certified that 
Certified copy 
Certified auditor 
Panel of certified auditors 
Standardised rate 
As per 

Strive one’s best 
Is ready to experiment 
Experimental basis 
Take over on experimental basis 
Defeat the purpose 
Carry out the purposes 
Pending work 
Keep pending 
Promoting authority 
In operation 
Come into operation 
Travelling allowance 
Advance of travelling allov/ance 
Classification into grades for purpose 
of travelling allowance 
Surcharge on fare 

Demurrage charges for detention and 
stoppages en route 
Travelling"^ concession 
Purpose of journey 

Point of commencement and end of 
journey 

Issue of travellers’ cheques 
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jRTT^Erf^^ 

SRirorft;^ ^SWcTT 
5RTraft^ 'ETS^ 
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Waft'S f%^ 
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Imroduciion of — (a bill) 

Allow to enter 
Renewal of v isa 
Admission fee 

: No admission 
■ No entry 

Debar from admission 
Meritorious work 
Administrative duties 
Admin istrarive function 
Administrative power 
Administration report 
Administration bond 
Administrative machinery 
In the interest of administrative 
convenience 

Administrative agencies , 
Efficiency of administration 
Administrative unit 
Administrative lapse 
Administrative control 
Administrative approval 
Administrative approval may be 
obtained 

Administrative division 
Training period 
Process of training 
Impart training 
Nature of training 
Deputation on training 
Question be now put up 

f Draw up a paper 
i Setting of question paper 

In question 
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Maternity leave 
Maternity benefit 
Withdrawal of motion 
Justification for the proposal 
Approve of the proposal 
It has been proposed 
As proposed 

Action may be taken as proposed 

Approved as proposed 
Proposed outlay 
In question 
Arguments advanced 
For particular purpose in question 
Provocative and inconsiderate cofi' 
duct 

Abstract of estimate 
Excess over the estimate 
Estimated out-turn 
Estimated expenditure 
Estimated receipts 
Estimated cost 

Prevention of cruelty to animals 
In representative capacity 
Order of priority 
Determination of priority 
Priority marking 
Territorial integrity 
Territorial waters 
Please quote authority 
Authority note 
Absence of authority 
Authorised expenditure 
May be obtained 
Bills receivable and payable 
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Fatal accident 

Experimental measurers 

Ab initio 

Ab initio void 

Preliminaiy report 

Preliminarv’ / Initial eisqtiirv 

Opening entry 

Preliminary report 

Please submit preliminary report 

Initial return 

Opening balance 

'If • Drafting capacity and genera f 
efficiency 

Incorporated in the draft 
Dear Sir 
Dear Madam 
Office of issue. 

Certificate of posting 
For issue 

For perusal after issue 
Adult education 
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^ 3ff%^ Mark a file to — 

Link the file 




?TT^r 
■ ^T^rt 

F^ tq- ?frr4^r ^rmr 

spr^ 

ferf^Nt 
Pmf^ 3TC,‘ W 
'Kt' ^rrel- • 

'bV ^rrer tw 

f^^/smrvr 

^ jrr 5?yr^ tn^ 

's<no5'nrRr qr# 

4»<ii(»«« SITS^ 

^^rmmun- 3,^ 

• '*^'*K %?qTJrirpjr 
^i'fiK.M'r ffk^ 

?:^Wcr qrs^r 

'*<«i'^« ^c^rrsrrrnfr 

r 3r^''Fr%T m s?^ 

^♦icTr feTl' 3rr| t 
'Kft 3P3!^ 


Return of file may be awaited 
Submit the file 
File not traceable 

Keep with the file 

Source of profit 

Circulate and then file 

Lodge suit, complaint or legal 
proceedings 

Hearing of the suit 

Failure in a suit 
Exemption from payment of fees 
Grant of free-studentship 
• For free distribution 


Retail dealer 
Contribute one’s mite 
May be rejected 


Rejected objecti^^ns 
Order in revision 
As modified 
Mutation register 
Issue as modified 
As changed 

Finance Department has agreed to 
these terms subject to the modi- 
fication 

Take a round and report 
Speak on phone 
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Bank clause 

Bank Pass Book ■ 

Conversion of saxmgs certificate 
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Savings bank 
Mon-sunender of savi ngs 

Defence statement 

For service and return 
Served and returned 
Delivery register 
Bills discounted 
Rate of discount 

Prospects of promotio 

Promoting authority 

AppoinTineni by promotion 

Condition precedent to promotion 

Defunct company 

Closed estate accounts 

Dead account 

In case of failure 

Closed file 

Port quarantine 

Declaration and delimitation of ports 
Transfer order 
Under orders of transfer 
Journey on transfer 
No substitute has been asked tor 
Transfer allowance 
Exchange of stamps 
j Execution of bond 
1 Enter into a bond 
Bogus voucher 
Earnest deposit 

r 

Earnest money deposit 
In conjunction with — 

Pari pasi4 
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Correct analysis 
Keep pace 
Multipuipose project 
Majority vote 
Majority view 
Multifarous duties 
By force 
Enter by force 
Airear and advance bill 

Market rates 

Set aside 

Affect prejudicially 
Built up area 
Is bound over 
Bound over, to be 
■ Affected person 
Affected area 
Comnutted expenditure 
Bound over, to be 
Is bound over 
With respect to 
Post item into the register 
Item by item 

•Matter is under consideration 
Background of the case 
Close supervision 
Juvenile offender 

Outdoor s taff 
Extraneous matter 
Non-agricultural purposes 
Forced labour 
IJeteriorating situation 
Accurately done 
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Correct analysis 
Non-contract contingencies 
Issue wireless message 
Incontrovertible evidence 
Without any hesitation 
In the cafe custody 
Leave without pay 
Leave without allowance 
Interest-free loan 
Sanction of interest-free loan 
Unconditional undertaking 
Non-Government delegate 
* Non-official member 
Bill register 
Bill form 

Triplicate of a biU 
Acknowledgement of bill 
Reimbursement of bill^ 

Bill form 

Remit irrecoverable arrears 
Intelligence test 
Master plan 
Unlawful purpose 
Illegal dealings 
Negotiable instrumtmt 
Negotiable receipt 
Non-baila?ble offence 
Ejected from 
Controlling of meeting 
Meeting was adjourned 

Adjourned die 

Resumption of talk 
Colloquial test 
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5toV Power to sununon 
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Bill of lading 
Advice of payment 
Default in payment 
In proof of the payment 
Date of payment 
Mode of payment 
Remittance report 
Classified abstract of payment 
Determination of compensation 
Compensation pension 
Additions and alterations 
Take part 
Subjected to 
Share capital 
Defrayable expenditure 
In parts 

Disposal of shares 
Certification of shares 
Enter into partnership 
Capital appreciation 
Capital expenditure 

Capital outlay 

Capital cost 
Capitalised value 
Capital accoimt 
Stores receipt register 
Store clerk to supply 
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Accounts of stores 
Abatement of rent 
Hire purchase agreement 
Without payment of rent 
Fixation of rent 
Extension of lease period • 

Rent free tenements 

Adjustment of rent 

Encumbered and attached estates 

Indian Administrative Service 

Leave out of India 

Indian army allowance 

Unencumbered estate 

Charged expenditure 

Charged^ appropriations 

Weighted average 

For comments 

For favour of comments 

Note of dissent 

Minute of dissent 

Underground railway 

Survey mark 

Land charges 

Acquisition of land 

Landless cultivator 

Visit book 

Put up interview card 
Please see 
Call upon ' 

Adulterated drugs 

Benefit of non-postponement of incre- 
ment for the leave enjoyed 
Material goods 
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Monupoi> price 
Monopoly-c^wm-roy It>' 

Monopoly price 

Sanction has become inoperathe 
Wages and salariCv^ 

Apply for sanction 

Arrears of wages 
Power of sanction 

Sanctioning authority 

Accord sanction 
Issue sanction 
Duration of sanction 
Power shall vest in the Board 
Electoral constituency 
Delimitation of constituencies 
Cast a vote 

For expression of opinion 

Difference of opinion 

Counting of votes 
For expression of opinion 
Consensus of opinion 
Assets and liabilities 
Apportionment of assets and liabif hies 
Difference between assets and 
liabilities 

Revaluation of assets 
Cabinet responsibility 
Intervening period 
In the mean time 




— 

Tfsi TTsr 

— ficrfrt 

— *1^ 3n%5r 

— Tp^ ^ sFfn 

TPTr 

JTiTgr ??Fr 
JTsfffJT mm 
m ¥m 
*rakr f^fw 
TR^fer '<irir?g 
jRffer ftrfer 

Jim 31% HFimm 3rr| ^ . . . 

Jim 31% 3n% srri 

trm snm^ 31% mn^Trl 3rr| 

Jim 

Jim '}>aW'KrRr ^ ms%t ^ . . , 

qm- m 31^5?/% 

fiicffrm rer ^ 

Jim fgmm me%t 
Ji^ ^rqiOT 

-3111^1 jRmmT®r 

ipwjswm 
JT^HTcf stcTJJ^r 
Jl^^lRffl T mR 'TlidUilTO' 

Ji^rd'l-5 

^fmrl mrnr 1%w, 
mcmi^ 

Jif^ 3nrf% ^ 

Jl^5% ^ 


Expel from — 

Zero hour 
Ldid down in — 

Orders contained in — 

Payment of money into — 

Through excitement 
Acts prohibited 
Deceased per^n 
In bad books 
Vital centre 

Restricted interpretation 
Limited liability 
Limited tender 
I am to state that.... 

It has come to my notice 
I am to add 
I have no instructions 
I regret to state that ... 

I would like to have a report of . . 

I trust 

Check the draft 

Drafting capacity and general 
efiBciency 

Incorporated in the draft 
Reply may be sent as per draft 

Materia] particulars 

Material change 

Digest of important Government 
Resolutions, Circulars, Orders ete. 

Loss of revenue 

Revenue and capital expenditure 

Revenue expenditure ^ 
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rirrs^rrarr^^TOn: ^ 
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’TTfnwK q[fT /^intqfT 
JTmoft snfr 
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■RViurf 
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^TPTofir^r^tsrfcPTsr 
’TPP'fNI' ?n^ciT 
m^rofN^ cTTRWI’ 
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’RTWi' SR^ 

*rr*pift 
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’TI’Rft ^ JT^TTf 
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^FTOT ?ft^ 

’TprS' 

JTT^O'TKr 

irFfte" f^aiofrcf firfecs* q ^c^ccf^ f y 


d’i <<5^ [ 

TrF&^' 


Fixation of rent 
Revenue stamp 
Revenue duty 
Dearness allowance 

Incorporation, reguiatioii and 
winding up of Corporation 

By order and in ilie name of the 
Governor of Maharashtra 

Lease from month to month 
Claim and dividend account 
Indenting officer 
Call number 
Abandonment of claim 
Counterfoil of requisition slip 
Admission of claim 
Investigation of claim 

Time schedule for submission of 
indent 

Indent form 

Budget head to which the cost of the 
indent is debitable 
Requisition form 
Piit up requisition 
Recovery of claims 
Indent sample 
Renounce a claim 
Claim accepted 
Consideration of claims 
Amount of leave asked for 
Communication referred 
to in the preceding note 
Antedated cheque 
For precedent please see 
Back payment 
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ITFR 
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As overleaf 
Query at prepage 

Submitted with reference to Deputy 
Secretary’s orders on prepage 
dated — 

From prepage 

Count the past service 

With permission to affix and suffix 

Lag behind 

1 suppose 

I suggest 

My presumption nray be conhnned 
I agree 

I have satisfied myself 
Under my authority 

Property' returned to .... in my 
presence 

In continuation of my No 

It has been brought to my notice 
that— 

Paid in my presence 
Introduction of— (a Bill) 

Provided that substitutes are engaged 
only in necessitous cases 

Standard register 

Standard specification 

Strict conformity with the standard 

Reason to believe 

Compiimentary pass 

Deemed to be 

Guard of honour 

Unfit for human consumption 

Defamatory note 

Complimentary copy 
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srRwr^^ 
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JTmf ^TTJTrat 
^rriff fpflr 
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qTWfx^igYffr^w 

^n«5T#t€7K?r 

m-Wl ’TT 


P^O. 

Supposed rights 

Deemed date 

Title of honour 

Subject to approval 

Draft may issue subject to approval 

Period of validit}' 

Accord approval 
Certificate of approval 
Appended Government ResoiuUon 
may issue subject to approval 

For approval 
Subject to approval 
Draft for approval 
Draft put up for appro v;il 
Approved sample 
Approved service certificate 
Dispense with 
For guidance ' 

In transit • ' 

f . Stock in transit 

\ Goods in transit 

. Disposal of work esi route 
Loss in transit 
Care of 
Through cases 
Sill of entry 
Goods transport service 
Delivery of goods 
Cession of property 
Compulsory acquisition of property 
Acquisition of property 
Transfer of property 
Conveyance of goods 
Delivery of goods 




Evaluation of goods. 


Conveyance of good^. 

Cl'!i ^44 

Title of goods 


Outgoing member 

qrt^^fr srr^ sTi^ ifl'^wirr 

Monthly abstract of receipts and issues 

srrrfe 

Monthly progress report 

— Jflfl^ SRTc^n^q' -ll+TfW_ 

Deny the knowledge of — 

;n%flr ^cTw?' 

Disclosure of information 


..Exchange of information 

JTrfia^apTT^ 

In the absence of informatioi. 


Without being informed 

*nf^5^ 

Furnishing information 

f!m 

Neglecting to furnish infomtation 

mfg^ ^ srra^^ yr^rft 

For information and necessary action 

infg^ g STR^ ^ Copy forwarded for information and 


necessary action 

Mlf^dldTSt 

For information 

ftw ^ 

Compost manure pits 

{iib4^w<T ^rrt . 

May be obtained 


Soon after the receipt 

fTToSTeJim 

On receipt of 

^ argr^'OTicr^tt^ 

I shall be highly obliged 

^arrqnrRrarfsraFTtlcft 

I authorise you 

ifr anw ^ ^ 

iTr| I reiterate my former commetiis 

^Pwl' 


jftarntrQrftfJr 

I shall be thankful 

ift^3^Trfpr 

I shall feel obliged. 


I shall be indebted 

^tscra-TifN 

I shall be grateful 

4V?rira^’r»nTr 

Calculations checked by me 

ift?pr?5cfMr^ 

I beg to submit that 

rwww ^iTx^n^ Hint^np ?r?: 

All-inclusive rates ot hakin 

o 

allowance 


Duration of halts 
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^€T srrf^ffT %^/ 


Give discharge 
Open access 

Free and voluntary consent . 

Free access 

Free and unfettered discretion 
Free competition 

Duly authorised under power of 
attorney 
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vs 

wrsjrmt 
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qfT 



Titiv. page 
Head office 

PtoFT Wki qfqq*^ Keep pending till the decision is 
taken on the main file 
Staple trade 
Barred by limitation 
Bar of limitation 
Terminable lease 
Time barred 


T <icfr 
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Petty time barred claim 
Point by point 
To the point 
Typographical error 
Press copy 
Copyright note 
Affixing of stamps 
Discoimt on stamps 
Stamped agreement 
Facsimile of seal 
Impression of seal 
Compost manure pits 
Civil posts 
Civil emptoy 
C5vil pay 
Ciyil employ 
Appear for an interview 
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Deduction at source 
Jin virtue of — 

[Owing to — - 

Will render the defaulter liable for 
punishment — 

Arising out of — 

Disputes arising out of — 

Prejudiced by — ' 

It will not constitute any interrup- 
tion of service 
Acquiescence and waiver 
Tangible result 
Is not likely to materialise 
As originally enacted 
Initially irregular 
Fundamental principles 
As per Fundamental Rules; Volume I 
and II 


jr?inJRn< 
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ifps sTfiraro 3nf% #5^ 3rf%^ 

TO 9Rwr^ 

TO^ 

TO^FFifejI 
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TOTO^ 


Basic obligations 
Valuation certificate 
Valuation statement 
Fixation of price 
Reassessment of value 
Ad valorem • 

In original 

Domicile of origin and domicile of 
choice 

Papers to be returned in original 
Original work 
Parent office 
Originsd work 
..Basic 

Substantive post 
Hold substantively 
Substantive confirmation 
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3i^iOT^ft?r 3rr| 


Origiiial copy 
Return in original 
Primary standard 
Substantive pay ; basic pay 
In original 
Deceased person 
.Testamentary succession 
Testamentary disposition 
Dying declaration 
Rate of mortality 
Sentenced to death 
Property passing upon death to 
Death-cww-retirement benefits 
Limited to mileage 
Spare time 
At liberty, to be 
Count and report 
With great vigour 
On large scale 
Wide discontent- 
. For free distribution 
Sealed tender 
Sealed cover 
Afiix a seal 
Impression of seal 
Viva-voce 

Viva-voce and personality test 
Original work 
Thatis(i.e.) 

Contention is untenable 
fAs such 
i By way of 
[Inasmuch as 

Referred to as — 
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q-^mfr^ 

T^TT ^WdlT 
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MecHariically propelled vehicles 

As defined 

Stet (let it stand) 

Pro rata distribution 

As proposed 

Sanctioned as proposed 

Du^ diligence 

Correct analysis 

Correct advice 

Duly complied with 

Duly performed 

So far as may be 

As soon as ; as early as possible 

As hinted 

As I so far as possible 

As the case may be 

Duly qualified 

Suitable reply is put up 

Duly performed 

Returned duly endorsed 

Duly countersigned 

Know all men by these presents 

Nothing in this article shall apply 

Incidentally it may be observed 
Aliotiiient during ' * ' * may be asked 
for separately ' . 

During this period 
Returned with reply that — 

On the- ground that 
By reason of 



JJT ?rPT Please refer to this office : memo 

under reference 


JIT 'b'NTyi^T 5177 • • In partial modification of the instrac- 

nrir<T sn^^rrcT sf?^: tions communicated in this office 

memo No dated 
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This office may kindly be enlightened 
on the point 

This office cannot trace out papers 
Under intimation to this office 
Any law made in contravention of 
this clause 

Nothing in this clause shall be 
construed 

In witness whereof 
It means 


5n:% This may please be clarified 

— irrsTR^ apft^ wr , Appealliesto — 
m ^FiTTWrar tmiw# This does not include passage both 

'TI^ ways 

'TTfJff Random sample survey 

Random population survey 
Hereby acknowledged 
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%r mrt wtot 

‘ tFJzmw ’ srar ai^ jrr 
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As such 

Except as heremafter provided 
No further action is necessary 
As hereinafter provided 
Ensure that rules are properly 
observed in future 
Hereinafter caEed the ‘principal 
debtor ’ which expression shall, 
where the context so admits 
include, his heirs etc. 

Heremafter referred to as 
‘ Governor ’ which expression shall 
unless the context does not admit 
include his successors and 
assignees 
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JTT #iitfr q"# ^TTffr t?rr 
tonr^rrlfcr 

m RTfsTf^ %§r ar^ ^^rranTpir 

irr stKalRr irqTW 'srrf^a' arPr^ 

qr >Tf^Gqr+Ta5T^Tar ?fk 

sqi^ 

!|T 

SS 

^<ff 

qr f^^rr^T?^ 

few Bffe 
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2(T ^^I’RRRTr feiw ^ 

. feR %^- 

^TlfeW 
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As heretofore existing 
Preceding note* 

Before I pass final order in this case 
I would like to have the report of. , 

This may please be treated as top 
priority case 

As the case may require 
Charge involved in the proposal is 

debitable to the head 

and met from the provision made 
thereunder 
In this behalf 

Action taken in this matter may 
be reported to Government 
No hard and fast rules can be laid 
down in the matter 
As may be authorised in this 
behalf 

Officer duly authorised in this 
behalf 

Please note the requirements for 
future 

During this period 
During the year 

Attention is invited to this depart- 
ment memo No dated 

Subject to the condition that — 

As fully brought out in this. . . , 

' Government letter of even No 

dated 

Besides this 

Reference is invited to 
In this comiection 


srrl ^ 

®rr ?5^RiTsr srit^ 

^feraicT ^Rq' 

rc-^T^t w^T=iri-«fi' . 

^ti>L, 

qwr<l' cntt^ 

^ K«i I ^ 

^FT4=rT^ 

-c 

5Tt^ fcft 

^ff^WT Sv;<?q- 

?!Tr 'i’'..Hil'J^^ 

IT ^ ■ 

•V fs V. V. ^ 

5i l^^'=^KjRlc^H 

jfFZT 

5Tr^ ^ ^■f^'Cjr 

^izw 

^Ttw ^rralv; sot 

3ft^ ferTTFT^ / 
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In this connection I have to state that 
Order in this connection will be 
issued shortly 
Raise plea 

Claims of Government servants 
joining war service for seniority 
Post-war services* 

Movement register 
Date of arrival 
Payable at — • 

As a coincidence 
Suitable action 
Appropriate action 
Appropriate intervals 
In good time 
In due course 
Appropriate action 
Examine the suitability 
.Mutatis mutandis 
Provision shall apply mutatis 
mutandis 

Without proper authority 
Proper channel 
Through proper channel 
Due regard 
Fit and proper 
Thinkfit 

As are deemed fit 

After due consideration 

For favour of due consideration 
In due course 
Proper arrangement 
Examine the suitability 
Draw up a scheme 
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Implementation /Execution of schen 
Particulars of schemes 
Plan provision 
Execution of scheme 
Salient features of the scheme 
Implementation of scheme 
Promulgation of scheme 
Appraisal of plan progress 
Contemplated action 
Proposed tour programme 
Give a trial to 




• Date of payment 
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Shall be liable to pay 
Due date of payment 
Shall be liable to pay 
Organization and methods 
Debitable to leave account 
Leave allowance • 

Leave vacancy 

Leave granted in extension 

Leave salary 

Drawal of leave salary 

Leave not due ' 

Overstayal of leave 
'Accumulation of leave 
Continuous spell of leave 
Title to leave 
Put up leave account 
Prefix or suffix a holiday to leave 
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T'^f^qiif srgcrf^qg- 

3n% sing^ - 

^ ^fTOTRT STI'^Jir 
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TO ' 

f^T^ ?fte^# 
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^K=nq qr^ 
f%5^T 
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^vao 

Recall from leave 
Compulsorily recalled from leave 
Absent without leave 
Repeals and savings 
Set aside 

CanceUation order 
Cancelled ; refund authorised 
Revoked licence 
Null and void 
Declare null and void 
Rubber stamp 
Watch and ward 
Reserve fund 

Losses written off against reserve fxmd 
Reserved capital 
Reserved list 
Reserved price 

Political and communal agitations 

Civil List Reserve Fund 

Diplomatic relations 

Leave rnay be notified in the gazette 

Gazetted status 

Civil list 

Tender resignation 
State prison 
State emblem 
State level scheme 
State Civil Service 
Statewise break-up . 

State developnsent pisa 
Dissolve the Legislature of the State 
Prorogue the Legislature of the State 
Summon the Legislature of the State 
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Any service previous to tKe attain- 
ment of the minimum qualifying 
age for entry into the service of 
the State Government 



Discretion of State Govemra 


not restricted 

TTJir ^rRRTsrr w 

In the opinion of the State G^ 


ment 

M’lk 3fcP% 

Borne on State cadre 

TTSJT 

State aid 

^rrarcf 

Import into the State 


Export outside the State 

m <Tr5St 

Night shift 


Display of National .Flag 

srPKtc^rw 

National rejoicing 


National integrity 

tfsYit 5^tc 

National awards 

Tm sdw 

Fair and equitable treatment 

€mf?p^ 1 

Fair comment 

xm srr 

Fair rates 


Fair price shop 


Standard’ of living 

Tf^cft f?TfRrF«rT% 

Residential quarters 

fcWRT/feRT 'T? 

Vacant post 


Enter into regular contract 

^FTfRtrsr / 

Formal proceedings 

TtrRTC =5iW€r 

Regular enquiry 

Ttcrar 

Due fulfilment 


Sick leave 


Invalid pension 


Ambulance and rescue work 


Compared by — 

W STf^JIT^ ll(d^>?'T 

Joining report 


Joining date 

3n%®T 

Customary hospitality 
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Established procedure 
Customary usage 

V 

Crossed cheque 
Crossed Indian Postal Order 
Railway warrant 
Rail value 

Free on rail destination 
Rail-cM/7z-road ticket 
Change of daily allowance into 
railway mileage 

Items of expenditure such as railway 
freight, etc. 

Cash purchase 
Cash security ‘ 

Cash transaction 

Cash allowance 

Cash remittance 

Received in cash 

Cash account 

Memo of cash collection 

Cash transaction 

Investment of cash balance 

Cash balance report 

Cash balance 

Unhealthy climate . 

Prophylactic measures 
Treatment of disease 
Daily consumption 
Daily offtake 
Daily earnings 

Daily wages 
Log book 

As stood on 

No bar 
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Immediately before 
At once 
fJust below 
I Immediately belov/ 

Immediately following 
Immediately before 
Immediate ofScer 
Low paid ‘employees 
Disgraceful conduct 
Fraudulent action 
At an early date 
At . the earliest ; as soon as 
Earliest opportunity 
Arbitration agreemejit 
Arbitration proceedings 
Disputes referred to arbitration 
Number, of disputes referred Ic 
arbitration 
Minor canal 
Minor group 
Draw attention 
Calling attention notice 
Vis-a-vis 

Take notice of — 

In view of — 

Irres;^ctive of — 

Report submitted to — 

It is incumbent on — 

Answerable to — 

Hold good 

Introduction of — (an order) 

Hold good 


srPT 


— ^ '317^ 

— ^%f?T 
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— w m i q 37rf 

— ^ qcT mfm 
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— OT ^rf^RTT^ 4-^Ojrj 

^ 3i^'un<( fqr^ 

^ypT 

^nqrqq’ 

— 55T WRT ^TOTg- tg-'anl 

*”“ <?V1[ ^i q' 
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Shall have elfect 
Consecutive days 
Corrupt ofScer 
Bribery and corruption 
^ Accountable for — 

Answerable to — 

Answerable to — 

Disgraceful conduct 
Attached to — 

In conjunction with — 

May be informed accordingly 
Conditions imposed 
Payable to — 

Become payable to — 

In conformity with — 

Is referred to — 

May be permitted 
Position may be explained to ^ — 
fls referred to — 

Referred to — 

Copy forwarded to — . 

Report submitted to — 

In response to — 

File may be marked to — 
Vacation- department 
Non-vacation department 
Reap the benefit 
.Enjoy the benefit 
Office of profit 

Sanction is hereby accorded to — 
Applicable to — 

Extend to — 

Address communication to — 
jExclusive of 
1 To the exclusion of 



Amount due for the quarter-ending 
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Please give top priority to — 
Token supplementary demand 
Knock down (in auction) 

Author catalogue 
Author card 
Stationery and printing 
Reduce to w^ting 
Paid by transfer 
Comparing of account 
Accounts inspection 
Vote on account 
Register of accounts 
‘Method of accounting 
Audit of accounts 
Audit report 
Audit note 
Pre-audit 
Audit report 
Audited contingencies 
Result of audit 

Quantum of audit 

Accountant’s daily balance sheet 
Books of accounts 
Statement of account 
Head of account 
Compilation of accounts 
Adjustment of accounts 
In writing 
Written order 
Notice in writing 
Reconciliation of accounts 
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Verification of accounts 
Reconstruction of accounts 
Building up the accounts 
Sub-head of accounts 
Reappropriation of accounts 
As to accounts 
Discrepancy in accounts 
Manipulation of accounts 
Exhibited in the accounts 
At the bar of public opinion 
Common good 
Etdgencies of public service, 
In the public interest 
Public utility service 


Shall be omitted - 
Weights and measures 
Cashed and disbursed 
Age certificate 

Any person who has attained the 
age of 15 years 
Age certificate 
Overage candidate 
Age limit 

Application of, age limit 
Relaxation of age limit 
Offer remarks on 
Above cited 

Mentioned above ; above mentioned 
With reference to your memo cited 
above, I beg to state that — 
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At the time mentioned above 
Overhead expense 
Deal with — 

Action taken on — 

Incidental expenses 
Continued on — 

Upward limit 
Upper age limit 

On account of the reasons given above 
Aboye noted 
Keep watch on — 

Perfunctory and cryptic reports 
Cursory glance 
Seemingly correct 
Observations made above 
OjEfer remarks on 

\ 

Senior time scale 
Action as at ‘ A ’ above 
Expenditure oh the above account 
should be met out of the savings 

under the head in t he current 

year's budget 

Expenditure on the above account 
should be debited to the-head — - 
In view of the above 
In the above circumstances it is 
requested that 
As above 

In view of the above 
Class cadre 

Categorization into classes 
Analysis register 
Analytical entry 
Classified catalogue • 
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Alphabetical register 
As described 
In alphabetical order 
Character certificate 
Conduct and behaviour record 
Conduct rules 
At the end of the year 
During the year 

Amount due for payment during the 
year 

At the beginning of the year 

Collection charges 

Special mode of recovery 

For recovery, remittance and report 

Waive the recovery 

Write off an amount to be recovered 

Assets realised , 

Unfealisable sum 
pnfact 

^ As a matter of fact 
l^Defacto 

Manufacturing process 
Manufacturing account 
Objective assessment 
Packing and composition • 

In kind 

Ipso facto 

Error of fact 

Mistake of fact 

Point of fact 

Queition of fact 

Based on facts and figures 

Disregarding the facts 

Facts are as follows 
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Inconsistent with the facts 
Carrying capacity 
Letter of administration 
Bad climate allowance 
Daring good behaviour 
Bibliographical classification 
Reasonable grounds 
Determination of reasonable rent 
Reasonable wear and tear 
Reasonable efforts 
Determination of reasonable rent 
Reasonable facilities 
Loss in transit 
Allocation account 
Indiscriminate use 
At random 

Enhanced punishment 

Enhanced rent 

Commercia] undertaking . 

Determination of disputed questions 

Controversial matter; disputed matter 

Subject in dispute 

Issue framed 

Bone of contention 

Casus behi 

Fit for consumption 

Compensation for use and occupation 

Out of use 

Reply not received in spite of repeated 
reminders 

Heirship certificate 
Year book 
Annual report 

Annual report and balance sheet 
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Aimual recurring expenditure 
Annual estabiishment return 
Annual possession certificate 
Annual outlay 
Annual inspection report 
Annual administration report 
Annual store account 
Annual indent 
Annual audit programme 
Annual return 
Calendar statement 
Annual general meeting 
Physical targets. 

De facto 
Factual data 

Bonafide resident j student 
Haulage charges ; freight charges 
Permissible means of transport 
Freight charges 
Freight to pay 
Cancellation of service 
Grant of conveyance hire 
Disability pension 
Give an option 
Exercise option 
^Development scheme 
' Scheme of development 
Mutilated cheque 
Turnover of sales 
Register of sales 
Saleable publications 

Marketable products 
Saleable publications 
Illustrious personages 
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May be considered 
fc reply to a query 
in the light of — 

Under consideration 
Paper under consideration 
Paper under consideration is seif 
explanatory 

Point under consideration 
For consideration 
Mot ion for consideration 
Referred to — 

Motion for consideration 
Terms of reference 
Distribution list 
Remittance register 
Remittance report 

Concurrence of the Finance Depart- 
ment has been obtained 
Except in accordance with such 
general delegation as the Finance 
Department may have made 
Except to the extent, that power 
may have been delegated to the 
Departments under rules approved 
by the Finance Department 
Consultation with Finance Depart- 
' ment is necessary 

Sanctioned after . consultation with 
Finance Department 
Financial aid 
Financial crisis 
Financial review 

As per Financial Rules, Voi* I and 11 
Financial implications 
Financial year 
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Delegation of financial powers 
Financial concurrence 
Financial resources 
Financial assistance 
Financial accommodation 
Financial aspects 
Forei^ service 
Foreign Government 
Academic qualifications 
Academic institution 
Malicious act 

Fending authorization of the 
. Legislature 

Any bill to be moved in the 
Legislature 

Legislative Assembly question 
Starred Assembly question 
Accuracy of statement 
Constructive approach 
By law 

Expiry of validity period 
De jure 
Error of law 
Enforceable by law 
Usage having the force of law 
Having the force of law 
Object of Legislation 
Bills relating to imposition by 
legislation of punishment 
Contrary to law 
Unlawful purpose 
Ignorance of law 
Question of law’^ 

Legal advice 
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Substantial question of law 
Equality before law 
Violation of law 
Passing of bill 

Prior recommendation (to bills) 
required 
fAs desired 
^As per request 
As per request 
Transfer at request 
Af request 
Comply with 
Undated cheque 
Free transit 
Gratuitous goods 
Free carriage 
Free competition 
Bill of exchange 
Exchange certificate 
Exchange value 
Rate of exchange 
Power to make regulations 
Unit of appropriation 
Appropriation accounts 
Appropriation accounts and reports 
Specific goods 
Schedule of specification 
Allocated Government servcint should 
be deemed to be belonging to an 
all-State cadre 
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Divisible expenditure 
Divisible surplus 
Allocation account 
Divisionwise break-up 
Functions of a department 
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Project undertaken d^artmentally 
Expansion of the departmental stafiF 
Departmental action 
Departmental proceedings 
Departmental enquiry 
Depaitmental examination 
Departmental representative 
Divided responsibility 
Sum insured ' 

Insured estimated value 
Air service 

Assignment made by endorsement 
on the policy 
Certificate of insurance 
Discharged bankrupt 
Discharge certificate 
Insured person 
Redemption fund 
Redeemable preference shares 
Devoid of — 

Opposite" direction 
Frame charge sheet against 
Opposite direction 
Discriminate against 
Antagonistic attitude 
Delaying tactics 
Delay should be avoided 
Without delay 
Cause of delay 
Delay is regretted 
Merged State servants 
Pre-merger balance 
Decision of disposal 
Method of disposal 
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Return is blank ^ 

Calendar of returns 

Ret am due on 

By a certain date 
In certain cases 
Adjudication of dispute 
Moot point 
Subject in dispute 
Solemnization of marriage 
In certain cases 
Specifically appropriated 
Specific recommendations • 
Professing a particular denomination 
Special disability leave 
Unusual occurrence 
In particular 
By special messenger 
Material loss 
Special allowance- 
Specially empowered 
Matters wliicb call for. special atten- 
tion and quick disposal 
Deserves special consideration 
Grant of special pay 
Post carrying a special pay 
By special messenger 
Specialized post 
Specialized training 
Reservation t>i circuit and rest houses 
Analysis register 
Analytical entr>^ 

Reliable evidence 
Trust property 
Breach of trust 
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Office of trust 
Motion of confidence 
Want of confidence 
Motion of confidence 
Faithfully done . 

Trustworthy hand 
Relating to — 

Table of contents 

Treatment of a subject 

May be regretted ■ 

Inconsistent statement 

Discrepancies may be reconciled 

Earnest deposit 

In extenso 

In detail 

Issue meihoto. . , .for wide publicity 

and report compliance by 

and put up on 

In extensive form 
Prescribed qualifications 
Possession of prescribed qualifications 
Prescribed procedure 
Prescribed form 

Over and above the prescribed limit 

Prescribed manner 

In the prescribed manner 

Presents compliments to 

Memorial or petition 

Electric installation 

Press code 

Report on the observance of press 
code 

Release to press 
Extracts taken 
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Incidence of pay and allowances, 
pension and leave salary 
Reduction in pay 
Fixation of pay 

Fixation of pay itself raises some 
controversial questions 
Acquittance roll 
Pay bill 
Scale of pay 
Stoppage of increment 
Earn an increment 
Withholding of increment 
Increment stopped 
Count towards increment 
Scale of pay 

Payscales have been declared as 
identical 

Revision of payscales 

Consequent upon the revision of 
payscales 
Advance of pay 
Refixation of pay 
Arrears of wages 

Any remuneration of the nature of pay 
Work order on payment basis 
Salaried office 
Leave with pay 

Economy of time and labour * 

Time schedule ; time table 
Scheduled arrival and depart iii*e 
In time 

Timely completion 
In good time ; in time 
Timely action 
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FroiE time to time 

Optional appearance 

Optional Iioliday 

Medical rq>ort 

Leave on medical grounds 

On medical grounds 

Reimbursement of medical charge 

Medical examination 

Medical attendance 

Form of medical history 

Leave on medical cerificate 

Medical fee 

Medical aid 

Lawful possession 

Legal tender 

Legal position 

L^islative business 

Personal qualities and practical abilit} 

Personal effects 

Personal security 

Personal privileges 

Personal pay 

Cessation of hostilities 

Scientific and technical posts 

Personally liable 

Whereabouts of individuals 

Person shall be proceeded against 

Non-practising allovvance 

Continuance of arrangements 

Managerial work 

Assume management 

General object of the managemeu! . 

Systematic worl< 
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In a neat and. tidy way 
In practice 

jAsfaras practicable 
[So far as practicable 
It is not feasible 
As defined 
Rebate of interest 
Comprehensive data 
Broad-based training 
Comprehensive risk 
Trade mark 
Trade name 
Trading account 
Professional examination 
Vocational training 
Practical training 


Take measures in their power 

Ultra vires 

Intra vires 

Powers and duties 

Refuse to exercise the power 

Confer power 

Delegation of powers and duties 
So far as possible 
As far as feasible and convenient 
If possible 

At the earliest passible stage 
• As correctly as passible 
f As soon as possible 
I As early as possible 
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As widely as possible 
As far as possible ■ 

It is not feasible 
So far as may be 
Swearing-in ceremony 
Kle an affidavit 
Make an affidavit 
Declare upon one’s honour 
Literal translation 
Verbatim report 
Cent per cent 
Breach of condition 
Anns, fire arms and ammunitions 
Breach of peace 
Peaceful agitation 
Peaceably and quietly 
Verbal alterations 
Physical violence 
Bodily injury 
Manual, labour 
Official and non-official 
Business of Government 
Display of photos of national leaders 

. ffi Government offices etc: ■ 

At public expense 
For public purpose 
Government nominee 
Government Resolution 

Advances governed ^by Government 
Resolution No. 
dated...;... 

In amplification of the orders con- 
tained in Government Resolution 
Government machinery 
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Approach Govermrsent with a 
complaint 

Govemmejit are pleased to order 
Government desire that 
In anticipation of Government 
sanction . 

Declared policy of Government 
Interests of Government 
Government of India may be inform- 
ed on the lines of the decision taken 
by Government 

Government may kindly be moved 
Application form for school / private 
candidate 

Apprenticeship period 
Recommended and foiivarded 

Camp equipment 

Surplus budget 

Spare copy 

Spare time 

Surplus area 

Review of balance 

Agreement of balance 

Acknowledgement of balance 

Allocation of balance 

Actual balance of s^tioneiy’^ on hand 

Carry forward the balance 
Abusive language 
Dispense with 
Deputation waited upon — 
Maintenance of discipline 
Breach of discipline 
Disciplinary action 
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Liable to disciplinary action 
Discipline and appeal procedure 
Act subversive to discipline 
Disciplinary matters 
Code of discipline 
Lack of discipline 
Remission of tuition fee 
Course of instruction or tramisig 
Annual report o^* state and process 
of education 
Penal diet 

Sentences to run concurrently 
Reduction in punishment 
Penal rent / sum 
Penal cut 

Quantum of punishment 

Enhancement of sentence 
Expeditious action 
Ready reckoner 
Express delivery letter 
For early compliance 
In conformity with — 

In rhyme with — , to be 
As compared with — 

It has direct bearing on — 

J Address communication to 

[Correspond with — 

Become familiar with — 

Take up the question with 
Under head 
Debited to the head 
Requisition for correction of heads 
Deal with — 

In consultation with 

After cojisultation with — 
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la contact with — 

Relates to — 

'Coimected with — 

< Dealing with — 

Relating to — 

Correspond to — 
Consistent with — 

Remain consistent with — 
As per corrigendum 
Duty schedule 
Duty certificate 
Impose duties 
Rebate of duty 
Duty burden 
Zero-hour 
Per cent 

Neighbouring territory 
Remarks column 
As per remarks 
Not traceable 
Labour and workmanship 
Man hours / days 
Labour dispute 
Trade union 
Quality control 
Distribution into grades 
Gradation list 
Merger of grades 

Emergency commission 
Compilation sorting 
Proposed tour programihe 
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Miscellaneous working circle 
Miscellaneous matters 
Miscellaneous demands 
Miscellaneous appropriation, 

deterioration and waste 
Narrow mentality 
On the face of it 
Conventional rights 
Will be severely viewed 
Enforce compulsion 
Shall not be compelled 
Compulsory wailing 
Compulsoiy retirement 
Compulsory education 
Transitional period 
Transitory provisions 
Posting of bills*in stock ledger 
Excess in stock taking 
Half yearly balance return of stock 
Out of stock 
Organisational expenses 
Package programme 
Articles of association 
Cumulative effect 
Accumulated surplus 
Secretariat service 
Secretariat standing orders 
Road mileage 
Festival holidays 
Continuous and concurrent audit 
Party in power 
Abuse of power 
True statement 
Take prompt steps 
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For prompt action 

Prompt delivery 

Under reference 

Letter under reference 

fu the letter under reference — 

Memo under reference 
Unless the context otherwise requires 
Repugnant to the context 
Referred to — 

Memo under reference 
Application for membership 
Empower (a member) 

Habitually negligent 
Promote goodwill and cordiality 
Analogous c^se 
Transmission of messages 
Faulty action 
Defective plan 
In good faith 
Acting in good faith 
Bonafide act 
Equality of opportunity 
In an existing vacancy 
For the present 
Tmnicdiate control 
Honorific title 
Roll of honour 
Anibunt of leave exhausted 
Become subject to — 

Targets achieved 
In toto 

In whole or in part 
As a whole 

To the best of knowledge and bebef 
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Weekend ticket 
Week ending report 
Sectional holidat- 
Conservancy charges 
Linked file 

Relevant papers ; connected papers 
Relevant papers be put up 
/'he letter in question is enclosed 
For filing with the case concerned 
Connected file 

File in question is placed below 
Person concerned 

After hearing the person concerned 
Below. . . . Department papers bear- 
ing file No. .... regarding — 
Information regar^ng — 

Sense of the House 
Lay .on the table of the House • 
Controlling of meeting 
Hold a meeting 
Contingent use 
Probable expenditure 
Potential danger 
Preside at the meeting 
‘Business of meeting 
Proceedings of meeting to be deemed 
. to be good and valid 
Minutes of meetings 
Venue of meeting 
Even number 
Deliberately done 
Agreement bond 
Agreements and covenants 
Memorandum of agreement 
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Balanced development 

Equitable distribution 

Co-ordination committee 

Service of summons 

Absent in spite of service of summons 

Par value 

At par 

Time scale of pay 
Time scale 

Below the minimum of the time scale 

Lower stage in time scale 

Time table 

Late inspection fee 

Concurrent jurisdiction 

Even number 

Solution of problem 

Please speak 

Personal interview 

Collimation error 

Command pay 

Satisfactory account 

Satisfactory proof 

Common intention 

Even distribution 

Equally entitled 

Common interest 

Terminable lease 

Completion certificate 

Expiry reminder 

Notice of termination 

Intimation of adjustment 

Ceremonial parade 

Summing up 

Shall be deemed to be included 
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Shall be inserted 
Post of absorption 
Marginally noted 

Marginally noted items should not 
be accounted for 
Marginal note 

Approved as per remarks in the 
margin 

Composition of the committee 
Appropriate Government 
Supplies from overseas 
Overseas scholarship 
Community hygiene 
Vis-a-vis 

Policy on the joint lives 
Joint work or undertaking 
Joint responsibility 
Joint liability 
Joint appointment 
Jointly and severally 
Joint conference 
Joint liability 
Joint property 
Joint personal security 
Joint cadre 
Joint interest 
Raison dieire 
Rational doubt 

Declared policy of Government 

ConSscated amount 

Liable to be confiscated 

Oovemment subsidy 

Official and non-official 

Character and antecedents , of 

Government servant 

J 
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Reversion vis-a-vis reduction of 
Government ser\'ant 
In the interest of public servants 
Government setv'ant had adduced 
false collateral evidence 
Official documents 
Business of Government 
Government Treasury 
Credited into treasury 
At public expense 
Ser\ice telegram 
Service stamps 
Official mourning 
For public purpose 
Government land 

Money credited to public accounts 

Government Promissory Note 

Structural alterations 

Flat rate 

Direct recruit 

Direct recruitment 

Habitual offender 

On an average 

Average value 

Average rate of exchange 

Average pay statement 

Average pay calculation 

Leave on average pay 

Free access 

Circulate to the staff and file 

By all means- 
Strictly relevant 
• Ail region schemes 
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Top priority 

Free from all encumbrances 
All claims shall be supported by the 
necessary vouchers 
Rule of general application 
All concerned to note 
Common to all 

Administration of general establish- 
ment 

General register 
In general 

Gfcneral correspondence 
General circular 
General purpose 

Assignment of policy to General 
Provident Fund account 
General Provident Fund 
Notified for general information 
Regular leave 
Ordinary leave rules 
General meeting 
General cadre 
Rank and file 
Ail rights reserved 
Common to all 
Top most priority 
Attached office 
Affiliation fee 
Take the salute 
Amicable settiement 
Advisory service 
Advice should be sought 
Year book 
Cadre post 
Ex-cad re post 
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Constitution of cadre 
Concessional period 
Grace period 
Broach of contract 
Extension of contract 
Non-fulfilment of contract 
Conditions of contract 
Constitutional objection 
Constitutional reform 
In detail 
Detailed report 
Detailed head 
In case of doubt . 

No reason to doubt 
There is no reason to suspect 
Benefit of doubt 
Dispel doubt 
Conditional reservation 
Conditional acceptance 
Rigorous imprisonment 
Preservative treatment 
Register a society 
In conjugation with — 

Free access 
Enclosures as follows 
Sympathetic consideration 
For sympathetic consideration 
Submitted for favour of sympathetic 
consideration 
Half yearly 

Six monthly expenditure statement 
Half yearly register of stock 
Grant-in-aid 
Relief and rehabilitation 
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With or without 
Obtain signature 
Under the hand 
Obtain signature 
For signature 
Put up for signature 
Verification of signatures 
Competent authority 
. Summary procedure 
Summary inr'estigation 
Brief note is placed below 
Short title 
Summary trial 
Abbreviated address 
Abstract bill 
Abstract statement 
Short caption title 
Suggestion in brief 
Brief explanatory' note 
Circulate the precis 
Statistical data 
Statistical abstract 
Statistical return 
Statistical analysis 
Maritime territory’ 

Maritime shipping and navigation 

Sea home trade 

Will you please state ? 

Pending work 
Eligible for — 

Government consider that there 
no case for — 

Forwarded with compliments 
Submission and disposal 
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Cases peijding submissioa 
I have fee honour to inform you 

2)5 

Beg to state 

i”! have the honour to state that 
"l^lt is submitted that. 

Pros and cons 
Moderate ability 
Simple imprisonment 
Biii on simple receipt 
Financially strong 
Collateral evidence 
. Weekly progress 
Equipment allowance 
To the best of ability 
Luggage rate schedule 
Cartage of kit 
General trend 
Ordinary retrenchment 
General trend 
Usi:al action 
. Ordinary course 
Normal expenditure 
It 5. gea^iTal ; in ordinaiy course 
As is ordiBarily provided. 
Ordioary repairs 
Accor ding to normai rules 
iB.ordiiiaT}/ course 
Genera,! tendency 
Conmnon seal 
• General state, service 
. Common law ' ' ^ ■ 

Ordinary course 
Ordinary meeting 
Com.inoii cadre 
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Collective responsibility 
Collectively responsible 
Collective farming 
Group application 
Compound offence 
Compound a case 
Cycle advance 
Substantially identical 
Abatement of rent 
Fixation of rent 
Whole time work 

Dislocation in the public transport 
system 

For public purpose 
In public 

Dislocation in the public transport 
system 

On public grounds 
In the public interest 
Universal demand 
Precautionary measures 

Be cautious 

Caution notice 
Statutory basis 
Statutory authority 
Cultural delegation 
Out-fit allowance 

Auxiliary and Indian Territorial 
Forces 

Summoning witness 
Proved charge 
In theory 
r Burden of proof 
|_Onus of proof 
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Terminal tax 

Camp site of border patrols 

TrajKS-frontier trade 

Custom duty 

Border customs post 

Easy access 

Final date of release 

Off print 

Holiday allowance 
Spare parts 
By no means 
Betterment charges 
Remedial defects 
Betterment levy 
f Amended draft 
[Improved draft 
Revised agenda 
Corrected copy 
Revised estimates 
Improved draft 
As revised ; as amended 
So as to ensure 
Deserving cases 
Sound proposal 
Security measures 
In the safe custody 
Strong room 
Safe deposit vault 
Undermine the security 
At the initial stage ; at an early stage 
In the first instance 
Proposed to be introduced 
Soft currency 
Easy access 
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Legible handwriting 
Order is restored 
Breach of order 
In order 
For suggestions 
Instructions are awaited 
Without being informed 
As per instructions 
Intimation memo 
As suggested 

Index-cj^/a-movement card 
Index card 
Exempted person 
Needs close supervision 
Length of service 
Without sendee clement 
According to the length of service 
Retired ofScer 
Preparatory to retirement 
Retirement from service 
Service book • 

Necessaiy entries may kindly be 
made in the service book 
Method of reerditment 
Record of service 

Resettlement in Govcnnaent service 
of discharged employees 
Discharged Government employee 
Notice of discharge 
Employment return 
Debarred from service 
Extension of service 
Division and mtegratioa.of service 
History of service 
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Service coHditions 
f Service vertificatiojs 
[Verificatioji of service 
Conditions of servdce 
Interruptions of service 
Condonation of break of service 
Reinstate in serv^Ice 
Break in seivice 
Dispense with seivices 
Removal from ser\dce 
Suspended from service 
Dismissed from service 
Theoretical problem 
Passing out parade 
Please take delivery 
Dispense with 
Red letter day 
Appended letter may issue 
Herewith enclosed 
Attached herewith 
Appended letter may issue 
Copy of document is enclosed here 
with 

Continuance of facilities 
As soon as conveniently may be 
Easy terms 

As a matter of comity 
Extenuating circuiastanccs 
Sterling overseas pay 
Sterling draft 
Adjourmnent motion 
Deferred payment 
Deferred wages 
Order of detention 
Transfer order 
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Transfer travelling allowance 
advance 

Transfer allowance 
Officiating appointment 
Officiating pay 
Officiating service 
Local loan works 

t Applications for situations in the 
gift of local or controlling 
authorities 
Local purchase 
Local fund works 
Local usage 

Compensatory local allowance 
Local authority 
Local assets 
I-ocal audit 
Within the local limits 
Permanent advance 
Standing orders file 
Certification of standing orders 
Non-permanent quota 
Substantive appointment to a 
permanent post 
Permanent headquarter 
Quasi-permanent 
Immovable property 
As the case inay be 
Aggravate the situation 
In case of — 

Fixed assets 
Settled table 
Broad outline 
Broadly speaking 
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G>inpetitive price 
Competitive examination 
Appointment by competitive 
examination 
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specific denial 
Clearly unjust 
fExplicitly told 
1 Expressly made known 
Save as expressly provided 
Express acceptance 
Account for — 

Demand an explanation 
Explanation be called for 
Qarification sought 
Explanatory note 
Reminder may be sent 
In memorium 
Fair letter 
fClean copy 
[Fair copy 
Appear in person 
Affix one’s signature 
Having satisfied myself 
Be alive to one’s responsibility 
On personal contact 
Self-contained proposal 
Self-contained draft 
Self-governing colony 
Self-explanatory note 
At one’s disposal 
Funds at disposal 
Autonomous body 
Autonomous institutions 
fCertificate of fitness 
I Fitness certificate 
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Subscribed by — 

Signed, sealed and delivered 
Bound to accept 
Co-opted member 
Documents against acceptance 
Acceptance resolution 
Voluntary statement 
Discretionary grants 
Discretionary fund 
Discretionary power 
Exercise due discretion 
Voluntary statement 
Voluntary service 
Arbitrary^ action 
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Verification of title 
Abandonment of claim 
Investigation of claim 
Supersession of claims 
Seasonal establishment 
Seasonal unemployment 
Acting allowance 
Fail to appear 
Attendance roll 
Muster roll 
Attendance notice 
Remit instalment 
By instalments 
Recovery by instalments 
Assessment of the instalment 
Revocation of guarantee 
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Admonition for negligence 
Surviving children 
Life certificate 
fTake exception 
[Call in question 
By air mail 
Aerial survey 
Air armament practice 
Climate allow'ance 

Required information may please be 
furnished / supplied without delay 
As required 
Clerical error 
Send in manuscript form 
Scrutiny of script 
Shall not interv^ene 
I see no reason to interfere 

Bar to interference 
Boarding in a hotel 
Cash on hand 
Balance in hand 
Stock on hand 
On hand 
At hand balance 
Take up 

Contributory negligence 
Compensation for loss ; recovery 
of loss 

Without prejudice 
Proposal is quite in order 
Salutary effect 
Wholesome food 
Salutary effect 
Settle the account 
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r Render account 
L Account for 
Settle the account 
Finalisation of accounts 
Production of accounts 
Closing of accounts 
Reconcile the account 
Reconstruction of accounts 
Discrepancy in accounts 
Manipulation of accounts 
Certification of shares 
Surrender share 
This is an irregularity 
During the pendency of these 
proceedings 
It is 3 , matter of regret 
Matter may be referred to — 

This case relates to — ’ 

Ejected from 
Other than — 

It is Quite evident 

Please treat this as strictly confidential 
It is quite evident 
Please treat it as most urgent 
It is implied 

I think there is a case for extending 
, the orders 

This may be passed on to for 

necessary action 

These papers may be marked to 

The papers were marked to ; 

why were they not sent to him ? 
This may kindly be condoned 



•too 

||f^:5n; ’Kfirfr 
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Willui mis-statement 
Intentionally dons 
v\''ilful absence 
Wilful negligence 
Tendentious report 
Tiiis case relates to — 

Other than 
As soon as may be 
Affirmative reply 

Except as otherwise provided by 
this Act 
At this stage • 

Other than — 

Alternatives mentioned in this rule 
are mutually exclusive 
Claims of reimbursement admissible 
under these rules 
In the circumstances 
On these points 

In continuation of this Department 

letter No dated 

Previous papers on the subject have 
been transferred to sectitm 


Indemnity bond 
Test of competence 
Competency certificate holder 
May be excused 
Passed with condonation 
Field inspection 
Extend the jurisdictioj i 
Without jurisdiction 
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Exercise jurisdiction 
Subject to jurisdiction 
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ft^TtirriT jfR instructions contained in the mean 
will be noted in the department 
f^^TPTPT Procedure laid down in the mem< 
will be noted in the department 
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